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GOOD SEATING 
2,000 hours a year! 


A NEW CATALOG of Harter Posture Chairs is now ready. 
It describes in detail the simple adjustments, and the new 
designs, styles and materials which make this new line the 
leader of posture seating. Send for your copy today! 


Which Is Most Important? Appearance? 
Comfort? Strength? Adjustments? 


This new line has the answer! 


All four features are important, of course—and you'll 
want them all. But basically, when you buy a posture 
chair you'll want easy, quick-acting adjustments, to 
meet any individual's requirements for correct posture. 


One of the outstanding features of the new Harter 
Line of Self-Fitting Posture Chairs is the ease and 
simplicity with which such adjustments are made. In 
all of these famous posture chairs, for executive, secre- 
tarial and stenographic use, the need for special fitting 
devices has been eliminated. Adjustments for back 
height, back rest depth and seat height—all are made 
instantly with easy-to-reach hand controls. Correct, 
comfortable posture is now finger-tip controlled! 
Quick! Simple! Positive! 


Harter gives you this basic requirement as it should 
be—plus new comfort, smart appearance, skyscraper 
steel-weld construction. See for yourself. Send for new 
catalog, or call your Harter dealer today! 


THE HARTER CORPORATION, STURGIS, MICH. 
Chicago Office: 14 E. Jackson Blvd. N.Y. Office: 354 Fourth Ave. 


MART ER 


HARTER POSTURE CHAIRS FOR SECRETARIAL AND GENERAL OFFICE USE 


a 


E-1S5D E-35C E-33C E-32C E-31C 


Send for new catalog—Use QUICKMAIL COUPON No. 8 
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Sheet Steel Mill Carriage—Illinois 
Steel Corporation. 


> 


Part of the Columbia 
Ribbon Department. 


In answer to ever-increasing and ever more exacting every keen business man. Both ribbons of steel and 
demands upon the steel industry, Carnegie-I]linois Steel ribbons of silk must have strength for the job to be done, 
Corporation (a subsidiary of U. S. Steel) built its quality to do it well, ability to do it economically. 


new Irvin Works, the most up-to-date sheet mill in the 
world—pictured herewith—for the production of sheet 
steel and tin plate. 


In ribbons and carbons, low performance cost means 
more than low purchase price. Columbia’s large stock 
of ribbons and carbons for all regular and special require- 


Between Carnegie’s ribbons of steel and Columbia’s ments will cover all your needs. Check up NOW on your 
ribbons of silk—also streamlined in production pro- ribbon and carbon performance. Write us or call the 
ficiency to answer the ever-increasing demands of modern Columbia Office nearest you. No obligation. Use QUICK- 


business—there is an analogy immediately apparent to MAIL COUPON No, 2. 


COLUMBIA RIBBON & CARBON MANUFACTURING CO., INC. 
Main Office and Factory: Glen Cove, L. I. N. Y. 


New York Sales and Export: 58-64 West 40th St., Kansas City, Mo., Dwight Bldg. 
Factories: London, England; Sydney, Australia 


COLUMBIA 


TYPEWRITER RIBBONS & CARBON PAPERS & 
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Because millions of ACE Stapling Machine 
Owners enjoy years of satisfactory trouble- 
free service—because dealers have yet to 
report repairs on ACE Staplers after hand- 
ling for many years—because many leading 
stationers in every state sell ACE Staplers 
exclusively—ACE Staplers LEAD IN SALES 
and are America’s first choice. 


Equip Your sALes ACE STAPLE REMOVER 
FORCE WITH ACE  Saveryourlingernails Ane V7 
SR CLINCHING = Evory sterling =, ee I 4 
ORDERS AND ECON- — fove",22" Ra¥ 


* East of Rockies 


ACE FASTENER CORPORATION 


3415 N. Ashland Ave., Chicago 


= < Makers of 
THE Weeie’s 8 EST STAPLING MACHINES 


To answer the above ad use QUICKMAIL COUPON No. 15 


Ths Super-Foature® 
ADDING MACHINE ROLL 


NO WASTE IN STARTING THE ROLL 
This patented feature makes starting a new roll 
easy ... and eliminates practically all waste. 
Full measure in SPOTSEALD ROLLS and you 
can use all of every roll. 


"= PAPER SPECIALISTS FOR THE STATIONER 


-ROCKWELL-BARNES CO. 


1525 West 38th Street Chicago 


To answer the above ad use QUICKMAIL COUPON No. 18 


December, 190 
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ULTIMATIC Steps Into the Future 


Say Goodbye to the old-fashioned “push-pencil” and the ancient “twist-and-hope” pencil. 
At long last—after many years of experience and experiment—all their faults have been 
eliminated and their desirable qualities preserved in this new, patented writing tool. 


ULTIMATIC Offers Complete Mechanical Action 


You have come to expect propel, repel, and expel action in 20th century pencils. This 
complete action is here—in jam-proof, non-stop simplicity—PLUS continuous feeding of 
lead that makes. . . 


ULTIMATIC—" The Height of Write.” 


Without waste, fuss or muss, a single load of a dozen 22” leads will move through your 
pencil with the precision of trained troops at a “turn-of-the-top” command. These 30 
MARCHING INCHES OF LEAD will give you 8 to 16 months of smooth writing. Then—a 
10 second reload—and you're off again. 


ULTIMATIC “Corners”’—A New Angle on Fine Line Writing 


For the first time, the construction of a pencil controls the width of the line you write. 
Triangular leads (a product of Joseph Dixon Crucible Co.) aligned with a GRIP-SHAPE 
BARREL always presents a corner to the paper. You can’t possibly miss the point. 


ULTIMATIC—The Pencil of “Extras” 


See the 1%” adjustable eraser—LARGEST IN ANY PENCIL, study the tip construction 
which prevents rotation of lead, note the absence of wobble. COMPARE its light weight, 
its perfect balance, its hand-polished exterior, its range of colors, its heavy chromium 
trim—this pencil of master workmanship. 


@ ULTIMATIC—Guaranteed Without Time Limit 


Try ULTIMATIC, The First Complete Mechanical Pencil 


ULTIMATIC Principle is fully protected by the following United States patents: 


RE-21,428 2,177,838 2,184,527 2,184,864 2,184,528 OTHER MODELS 
DES-120,137 2,179,950 2,184,529 2,184,863 2,178,803 UP TO $5.00 


emu NAHILL MANUFACTURING COMPANY, INC 


COUPON xo 577 Elm Street, ARLINGTON, N. J.—Phone KEarny 2-4289 
New York Sales Office: 115 Fourth Avenue—Phone GRamercy 5-4211 


December, 1940 GEYER’S OFFICE EQUIPMENT DIGEST 
For Purchasing Agents, Controllers, Office Managers 


7. 2 
<\MA> = 
1! TRADE MARK 
‘ N G a % ? 
D ¢P r AT *OpuCc® . 
r : 
“\ gt Be att a 
SE NR : 
ee [ 
ee | 
— = 
m : 
en | 
| | : " , 
pe ] 
o a | 
ee | 
° ee 
QM . 
Fe ia eae | ae a ee re Ul i . oe 
ee we bate) ee P vaa ‘a See, eo emer Bae i ore eg hee age 7 agi a ae i : ie 


Rivage 


Se a 


a 


a a a 


=: 
| 
um a a a 7 


Standard BLANK BOOKS 
109 Types to satisfy every requirement of 


1170 St / ' RULING — STYLE — SIZE — PRICE 


Unnumbered thousands of accountants and bookkeepers 


The Standard B & P Blank have found that the surest way to get exactly what they need in blank 
Book line includes Columnar books of any type is to patronize a dealer who sells Standard Boorum & 
Ruled Books, Figuring Books, Pease products. 
re a og oa Today (as it has for almost a century) the Standard B & P Blank Book 
Sec Sen, Secin, Bate line offers the most comprehensive selection of bound record-keeping 
e ae ess eed. 
3 & Racin te ane books available—with a type for every purpose at a price for every n 
i tein anil . , No matter how obscure the record-keeping task, there is a Standard B & P 
Blank Book to fill the bill. 


and many others too numer- 
ous to list here. 


Use QUICKMAIL 


If you have a particular problem write us. COUPON 11] 


General Offices: 84 Hudson Ave., Brooklyn, N. Y. 


BOSTON ST. LOUIS CHICAGO 
29 Otis Street 115 S. 8th Street 538 S. Wells Street 


VISIT OUR NEW YORK DISPLAY ROOMS AT 349 BROADWAY 
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Mimeograph stencil duplication is the most widely used 
method of office duplication. 
k Its most common uses are for bulletins, stitutes have ever been found for them. 
reports, letters, pricelists,forms—prac- They produce clean cut, permanent im- 
ig tically anything you want copied on _ pressions with a standard of visibility 
d. paper. equal to the high visibility require- 
p It was introduced more than 50 ment of modern schools. 
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Starting in business 


A lot of businesses will start 
in’41....Some will make good; 
others won't. . . . Some busi- 
ness founders of ’41 will make 


two and two still make four. 
When you go into business you 


can build quality, or you can 


money ; others will lose it. 


No matter the year, no matter the 
field, if you start in business you 


need three things 


—a stout heart 


—an honest mind 


—the ability to add and subtract 
for the race is still to the strong, 


honesty is still the best policy, and 


cut it. 


The quality article has a self-re- 
specting, honest, independent look. 


and false. The one is what it is and 


looks what it is; the other tries to 


look what it isn’t. 


The other looks shamefaced. The one 


has an honest ring. The other is tinny 


This country knows quality, loves 
it and wants it. It is as old as the 


caveman’s maul, but will never wear 


out its welcome. 

You can hang out your shingle as 
doctor, lawyer, merchant, manufac- 
turer, or salesman. You can work for 
yourself or produce something for 
another man. You can work alone, 
as a partner, or a corporation; in a 
big building or a one-room office 

—but it all adds up to this: 

Serving someone with something 
the way you would have him serve 
you. 

That’s the way to start in business 


—and to stay in it. 


years ago and is today one of the ac- 
cepted necessities of modern business, 
perhaps as basic as the typewriter or 
the telephone. 

The machine itself is beautifully 
made, with little to get out of order. 
With common care it will perform its 
functions for years without repair. 
There are four models for every type 
business, school, or institution. Elec- 
trically-driven or hand-operated mod- 
els; self-feeding mechanism or manual. 
Output: 50 to 160 copies per minute. 

Mimeograph brand stencil sheets 
and inks are made by painstaking, ex- 
clusive processes. No satisfactory sub- 


Any intelligent boy or bright typ- 
ist can quickly master it and produce 
excellent results. Our customer aid de- 
partment provides free, expert training. 

We have a ‘‘gold mine’’ of in- 
formation as to how the Mimeograph 
duplicator and supplies can be used 
to increase efficiency and save money 
in ail types of businesses, schools 
and institutions. Will you let us 
make this information available to 
you ona no-cost, no-obligation basis? 
Just phone the Mimeograph distrib- 
utor in your city. 


A. B. Dick Company, Chicago 


ph duplicator 


p! Company, Chicago, pil ntheU. S. Patent Office 


To answer the above ad use QUICKMAIL COUPON No. 3 
December, 1940 7 


Mimeogra 


MIMEOGRAPH is the trade-mark 


COPYRIGHT 1940, A. 8. DICK COMPANY 
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Waxuries you a afford! 
Old Town 
“SILK and SABLE? 


Breathes there a man with soul 
so dead who doesn’t get a throb 
from a thing of beauty. . .wheth- 
er it’s the star-studded dancing 
feet of gorgeous Ann Miller 
or a beautiful specimen of a 
typewritten letter? Distinctive 
executive correspondence is a 
luxury every firm can afford. 
OLD TOWN PurRE SILK TYPEWRITER 
RIBBONS make impressions that 
impress everybody. OLD TOWN 
SABLE is the aristocrat of carbon 
papers. Together they are an 
unbeatable team... outstand- 
ing in clarity, durability and 
economy. 


Ann Miller, stor of Melody 
Ranch, a Republic Picture. 


Desirable territories still Secretaries ... send for 
open for progressive your copy of “The Secret 
Dealers. Write for details of Beautiful Letters.” It's 
ofourexclusivefranchise. a liberal education. 


(a 040 Town 


Ee 


jRibbGon & Carbon Co.,9ne. 


MANUFACTURERS TO ANSWER THIS AD 


Use QUICKMAIL 
COUPON no 


750 PACIFIC STREET, BROOKLYN, N. Y. 
59 East Van Buren Street . . Chicago 
788 Mission Street . . . San Francisco 
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PENDAFLEX 


Pendaflex introduces a new basic principle in filing:—folders that cannot slump or sag, 
because they HANG in the file! It is the greatest advance in filing since the evolution 
of the file folder. ALL filing operations are speeded up and made easier. 


Pendaflex ends forever the nuisance of sagging folders. It eliminates the troublesome 
follower block and rod. You can file a thick catalog as easily as a single letter. Space 
from which you remove a folder stays open to allow quick, easy re-filing. Pendaflex is 
available in any system arrangement, for any kind of filing. 


The simple steel frame and suspended folders will fit in your letter or legal size 
drawers without alterations. Once installed, your filing department will reach a new high 
in performance, a new low in misfiling and fatigue. 


The full story of the many advantages of Z/A72iiWCT 
PENDAFLEX is in our leaflet. Write for it today. 2aUULIRe 27 | 


Pendaflex is sold by leading Stationers everywhere. 


OXFORD FILING SUPPLY CO. 


340 MORGAN AVENUE BROOELYN, N. Y. 


GEYER’S OFFICE EQUIPMENT DIGEST 
For Purchasing Agents, Controllers, Office Managers 
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or 


QUICK MATL 
REPLY COUPONS 


TO ANSWER ADVERTISEMENTS 


GEYER’S OFFICE EQUIPMENT DIGEST obtained exclusive rights for the office 
equipment and stationery field to the Quickmail Coupon System—a patented 
new inquiry system which saves hours of time for readers in answering advertise- 
ments and securing information about merchandise. 


THE QUICKMAIL COUPON SYSTEM brings you these advantages:— 


1. Only 1 minute plus 1c to make an inquiry. 
2. Brings you the latest information. 

3. Identifies the source of your inquiry. 

4. Gives you a pre-addressed, gummed mailing label ready for use. 


SIMPLE TO USE: 


Stick the coupon on the stamp 
side of a postal card, write your 


firm mame and address on the 
aoe aviEKMAl _ — back and mail. You may also 
couP oN NO.1O j Fi awe | stick the coupon on your letter- 

: Bay : : head, sign your name and title, 
and mail in your own envelope; 
or stick the coupon on your 
envelope and enclose your in- 
quiry or order for specific mer- 
chandise. 


QUICKMAIL brings you the information or merchandise you desire 
with ease and speed. If you want any information not mentioned 
in this advertisement, just specify it on your inquiry. 


Use The Quichmail Coupons Onnosite This Page 


GEYER’S OFFICE EQUIPMENT DIGEST December, 1940 


For Purchasing Agents, Controllers, Office Managers 
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Let's Not Get the’Gimmies”! 


T’S only natural, of course, that the constant flow of pub- 
| licity from Washington on the progress of the work of 
building up our own defenses and of giving aid to Britain 
should create the impression in many minds that the greater 
part of our manufacturing facilities will soon be tied up one 
way or another in production of goods for military or naval 
purposes. And as that impression spreads, it becomes in- 
creasingly harder for purchasing agents to resist being 
stampeded into making heavier and heavier commitments 
on products their organizations need, for fear that shortages 
will develop. 


*% In the field of commercial stationery and office equip- 
ment, as in other manufactured lines, continued expansion of 
the defense production program will tend to lower the 
quantity of certain staple items available to business firms. 
But there’s no reason apparent so far anywhere in this field 
for the sort of frenzied buying which tends to defeat the 
very purpose it seeks to accomplish, by creating shortages, 
sending prices soaring, and substituting a sellers’ market for 
the buyers’ market we have had. 


% Last June, speaking at the convention of the National 
Association of Purchasing Agents on the paper situation, 
R. C. Haberkern, purchasing agent for R. J. Reynolds To- 
bacco Co., asked a pertinent question and answered it: 


“What should be the attitude of buyers during an 
emergency such as this? They should protect their reason- 
able requirements in a sane and orderly manner and not 
create, through hysteria, a shortage for themselves, and un- 
reasonably high prices.” 


% Good advice then; good advice now, for paper and other 
office commodities as well. Let’s not wave the clutching 
hand! Let’s not get the “gimmies’’! 
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M. A. Geyer. President: James E. Neary, First Vice-President: 
Donald McAllister. Second Vice-President: T. V. Murphy. Editor 


= 


. | E ei aa ee ae eee. ar gee Cen ame Sg SO aoe * 
ee ee. sd Be aE ae eS a ees toe ple elk | eee: : be Lo ee ce 5 es. a 
and a 
You et 
° in Be: 
| ; 
CO. | 
pra at ‘ Qs 
band 
. You a 
to in : -_ 
Po 
; a tS ES LT oe | 
8S. bo 
In 
ver 
le: : 
oo ost 
‘ Dy a * 7 7 a eae ' 
J —— aah ae eae 
; sere ll < , ® ie Bese aa ee 
) a e a a 4 _ Th ae ee a 
| RS _— 
a ome) it Steal = [-_ + eS | f 
: 4 > iii. ee “ Fee > yi i 
1 Vv aie ee vee uate 
: | Biwo> oan Sa a an = ” 
ip Flo ebiz Gi Ta sD ie he | : 
| ° , * a & 2a 3) ‘ 
; . aa es Bi 
ss : tas Daa £ | es | 
. 4 Es ster’ “4 bi ing a ie ar 4 
: : ——_ | i ee 
4 t i a id ane ‘2 ao i i 
: “" aereee : a ; 
P im sa Pes 
a a ; ; oe 
mi im  » ii j 
[( —lUhvwOl a % 
4 ‘ a... soa ae : ; ; a 
: "a — 3 ; 
: > =. : ae - i 
oy ae a Ae a : : 
. See Poo oe e — : 
1 Be a ae _ ; se 
bORDIEO. 
grid} Pe 
AX} ’ os 
a zs: 
ai c 
of penny 
name Ond : 
] gail. You : 
red 310 in ‘% 
+ Wx 
OC i 
pe aree® Be. 
of penny 3 4 
name ond a 
red to io 
ee ee “a ee 2 oN mae i a BS ee : a Ee 


A DOUBLE SELLING FEATURE 


TEXCEL NT-92 |, 
THE ONLY 15¢ & 25° 

; CELLOPHANE 

4 TAPE WITH A IT 
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> Everyone is beginning to talk off 
te about the new Texcel NT-92 in ( 
. the handy dispenser with the wa 
st double duty cutters. Industries, Jol 
é stores, offices, homes, libraries, 
art departments, drafting rooms, ca 
schools, etc., are demanding the 
this improved transparent tape bil 
which seals instantly without hit 
DISPENSER | : oueinn, “ 
It's so easy, convenient and Fi 
a 25 economical to seal packages, . 
a curs bulky envelopes; to mend torn 
A : % 1300 peste checks, books and currency: to 
Hi Wrens - am sgcsumpicne Y mount photos; to attach posters 
a and signs to windows and bul- 
f' letin boards. You'll find Texcel 


almost indispensable. 
POPULAR SIZES 


& 25c roll with double duty dispenser %” x 300” 15¢ roll with double duty dispenser 2” x 180” 

fe 25c roll with double duty SS. —. nitiu— %"” x 100” 

COMPLETE RANGE OF THE POPULAR SIZES. Use QUICKMAIL 

ue ORDER FROM YOUR OFFICE EQUIPMENT DEALER. COUPON x REE 

; INDU ot RIAL TAPE co RPORATIO No 

: ‘CHICAGO, ILL. + NEW BRUNSWICK,N. J. + SAN FRANCISCO, CAL. 
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BUYING STATIONERY 
wo OFFICE EQUIPMENT 


ron A GREAT UNIVERSITY 


By William H. Greenleaf 


¥ 


tion to be very big business indeed, with plant and 

equipment of major proportions, with purchasing 
problems of ever-growing complexity and magnitude. 
This is particularly true of our great universities, whose | 
continued success in coping with a nation’s unprecedented 
demand for higher education involves, among other chief | 
essentials, purchasing efficiency of the highest order. HIGHER EDUCATION INVOLVES HEAVY PURCHASES 


Jie business of education has come within a genera- 


: . Out of N. Y. U.’s annual budget of $7,500,000 the purchasing 
In the method of purchasing evolved at New York Uni- department spends $1,250,000, much of it for stationery and 
versity, famous for over a century as one of the country’s office equipment. 


leading educational institutions, this degree of efficiency 
is well illustrated. There is much of value to the purchas- 
ing departments of commercial and industrial organiza- 
tions in the experience of such a department as that at 
New York University—a department which spends ap- 
proximately $1.250,000 annually out of a University 
budget of $7,500,000. As might be expected, much of the 
purchases are of stationery supplies, office equipment, and 
office machines of one sort or another. 

Centralization of purchases at New York University 
was brought about in 1922, at which time Theodore M. 
Johnson became Supervisor of Purchasing. Mr. Johnson 
carries on this work at the Washington Square offices of 
the University, with two assistants who share responsi- 
bility for the purchase of various items. Mr. Johnson 
himself handles the procuring of major items of varied 
character; an Assistant Supervisor of Purchases, E. H. 
Eisenhardt, purchases building materials, and mainte- 


New York University buildings at Washington Square. 
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nance and laboratory needs; and a Buyer, George Dietrich, 
purchases Medical and Dental school materials. 

Mr. Johnson is a graduate of the University, has served 
as a member of the executive committee of the New York 
Purchasing Agents Association, has been a prominent 
member of the educational committee of the National Pur- 
chasing Agents Association, and has been president and 
is now secretary-treasurer of the Educational Buyers 
Association, an organization made up of buyers for more 
than 300 universities and colleges. 

Incidentally, an interesting feature of the Educational 
Buyers Association is that it actually owns a cooperative 
that is selling to colleges and paying dividends to its stock- 
holders. Mr. Johnson is treasurer of this cooperative, 
which has headquarters near the New York University 
purchasing offices. Through the cooperative and the 
Association itself smaller colleges are enabled to get help 
from larger universities which have developed more spe- 
cialized services. The national organization enables every 
purchasing department to get a better picture of the 
market conditions throughout the country. Frequent 
group meetings are held at which market information as 
well as methods are discussed. 

At New York University, as elsewhere, the problem of 
the purchasing department is not only a matter of price, 
but of delivery. The timing of orders in relation to needs 
is of extreme importance. The movement for national 
defense has injected a new situation into orders and ship- 
ments. The purchasing department needs to know clearly 
what a priority claim really means and which items 
properly come under such classification. 

Mr. Johnson, in commenting on the problems raised by 
the defense program, points out that prices have not been 
raised very much during the past year, in spite of the 


KEY TO NEW YORK UNIVERSITY PURCHASING DEPART- 
MENT FORMS PICTURED HEREWITH 


1. Requisition. 2. Requisition Register. 3. Request for Quota- 
tion. 4. Continuation Sheet. 5. Purchase Order. 6. Purchase 
Order Register. 7. Past Purchase Record. 
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impression which persists to the contrary. He expresses —, 100 wy RK 


7mm Uy, te a, 

approval of those manufacturers who advise against any Iie me RS SET 
panic in buying. = “SO eaal 

The purchasing agent is studying the actual needs of Stem, a 
all the departments in his organization if he is dealing Some a ) a 
effectively with his task. He is also studying with more Sea ne a, 
care than some salesmen realize every sales presentation 3 SERS SRE | 
that is made to him, and choosing real values where he —— _—— 
finds them. / = 


Standardization of supplies and equipment cannot be 
carried to the point of ignoring the new and efficient mer- | 
chandise as it is introduced and tested. In any attempt to | 
get the best merchandise and to accept new trends as they 
come, it is essential to avoid substitutes which may prove 
ineffective and unsatisfactory. At New York University 
the development of specifications is carried on by fixed 
standards of procedure and the estimate of costs is 
carefully made before orders are placed. This holds its 
place in the University’s scheme of budget control, which 
prevents any painful experience such as is involved in the 
common error of exceeding a budget. 

The method of selecting sources and merchandise has 
been worked out at New York University with an eye to 
centralization of authority and standardization, coupled 
with flexibility in choice so that every need can be properly 
met. For example, in the choice of paper—grades, types, 
and so forth—several people all having a special interest 
in the item have a hand; whereas most standard items 
such as are included under such a general heading as 
office furniture are handled directly by the Supervisor of 
Purchasing himself. 

Before the opening of the University’s fiscal year on 
July 1st, department heads in the various University 
schools each give the Deans of their schools a budget esti- 
mate of their requirements for the year. In these esti- 
mates the large and important items required are listed 
individually ; items of more routine character are grouped 
in appropriate categories. Each Dean submits the com- 
bined list of requirements for his school to the Chancellor 


(Turn to Page 28) 
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COAT ROOMS 
With lockers, 6 or 7’ minimum aisles; FIRE EXIT 
without, 4’ minimum aisles. Corridor 4’ minimum. 


WOMEN ’ 


VN 


FILING DEPTS. 
8’ minimum aisle if files face one another. 


GENERAL OFFICES 
4 minimum chair spaces; 18” 


between desk sides. MEN 


Ex] EX 


STORAGE|COATS COATS 
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STORAGE ROOMS y ENERAL CORRIDOR 
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3’ minimum aisle. 


VAULTS 
5’ minimum aisle. 


LILI 
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PRIVATE OFFICES URCHASING 


Minimum TE 2 18 double 4 bd II b. P| b 


COMPTROLLER 


ABOVE: Layout of an actual office where operation and circulation ¢ | 


areas are based (with a few necessary exceptions) on standards VY 
listed in article herewith. 


STANDARDS IN OFFICE LAYOUT 


By Kenneth H. Ripnen, 


of Kenneth H. Ripnen, Inc., New York 


OTHING is more indicative of the scientific approach taken in modern office lay- 
N out work than the insistence on definite standards in the handling of space re- 
quirements. These standards are not restrictive in the bad sense of that word, 

but serve rather to give to office operation the scope it needs for full effectiveness. 
When, in the interest of the smoothest possible flow of work through the office, it 
has been decided to put this department here, and that department there; these ex- 
ecutives in this location and those executives somewhere else—one cannot simply draw 
arbitrary lines on the floor plan and say with authority, “Here is where the bookkeeping 
department will be,” or “We'll put Mr. Jones here, and this will be the office for Smith.” 
Granting that we know, for instance, just how many people there are in the book- 
keeping department, as well as the equipment which they need, we still cannot go 
blithely ahead until we know the size of the area it is to occupy, and neither Mr. Jones 
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FIRE EXIT 
INTERVIEWING ROOMS 
Minimum 8’ x 8’. 
bb LbLb 
P| STENOGRAPHE 
BUILDING |p 
SERVICE a -= 
\ CORRIDORS 
— s TAX Ma:n corridor minimum 5’ wide; less im- 
E | portant corridor minimum 4° wide. 
PTION QyV7s_o — 
— Oo OL_ D 
AX STATIONERY STORAGE 
— a q g 3’ minimum aisle. 
p 
Raaslitendl CONFERENCE ROOM 
CAS C / 12’ x 18’ for 4 x 8 table. 
\ER ASSISTAN | | | . 
TREASURER a 
=n § ) 
MAIL AND i] | p | P 
STATIONERY 
SECRETARY EXPANSION 
| Future partitioning for extra private of- 
Oa Q = a tices; each office 9’ x 12’ minimum. 
REASURE ‘ee a 
=" 
a 
Gd BUDGET 
DIREC 


nor Mr. Smith is going to be happy or efficient if their offices, even though in the 
proper location, are not of the proper size. 

How big should a private office be, how wide is an aisle to be made, what space 
should be left between desks in a general office, how much room does a file clerk need 
in which to work effectively ? 

Answers to questions like these cannot be haphazard; there are definite stand- 
ard answers which have been worked out for all of them and unless these standards 
are followed, experience shows that trouble is sure to result. Efficient office layout 
demands a mathematical. scientific approach in determining areas of operation and 
circulation, if the best functional plan is to be worked out for the office. 

Here are a few of the more obvious standards which are used: 

AISLES AND CORRIDORS 

In creating the circulation plan, standards for office aisles and corridors are found 
to vary from 5 feet to 8 feet for the main circulating aisles, depending on the size of 
the organization. Likewise, the less important corridors vary from 3 to 5 feet. 
PRIVATE OFFICES 

In private offices for an individual, a minimum of 8 to 9 feet by 12 to 15 feet is 
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A complete office installation created for a customer by Wilson Stationery & Printing Co., Houston. 
Furniture and accessories, rug, draperies and Venetian blinds combine to make a comfortable, 
impressive office. 


found to be a desirable standard. The variance would depend upon how 
much additional equipment is required in the private office. For two people 
12 by 18 feet is a desirable minimum size. Larger private offices naturally 
develop as a result of combining conference facilities or satisfying the per- 
sonal desires of an executive. 
GENERAL OFFICES 

Desks in general offices for clerical workers should be not less than 
4 feet apart at chair spaces, with a minimum of 18 inches distance at the 
sides of the desks. Naturally when more than two desks are placed side 
by side, this 4-foot minimum would increase for proper working condi- 
tions. Office machine spacing can be planned similarly. Departmental 
aisles between desks vary from 18 inches to 7 feet, depending on the adja- 
cent equipment. Ordinary aisles between rows of desks may be 18 inches 
to 3 feet, depending upon conditions desired. Aisles between desks and 
a solid or window wall may likewise vary from 18 inches to 3 feet, but 
aisles between desks and filing equipment may vary from 5 to 7 feet for 
economy in planning. Desks and machines should be located in the layout 
so that light from the windows is at the left of the individual. 
FILE DEPARTMENTS 

Spacing between rows of filing cabinets which face one another should 
be planned at a minimum of 8 feet, to permit clerks to work at both banks 
of files and at the same time allow passage for other clerks. When file 
drawers open at one side of an aisle a 4-foot minimum should be allowed. 
Variances in these dimensions again occur when the length of the aisles 
are greater than 15 feet, and when greater economy of floor space is 


imperative. (Turn to Page 26) 


SIXTH OF A SERIES 


This is the sixth of a series of articles on the subject of office layouts by Kenneth H. 
Ripnen, who is a consultant in this field to business corporations, utilizing known standards 
and procedures in creating the office layout. Business firms everywhere are increasingly 
aware - the importance of efficient office layout in cutting costs and increasing production 
of work. 
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PROGRESS AND THE BUSINESS SHOW 


By Cheney Archer 


IKE the first Automobile Show, when the first National Business 
[ Show threw its doors open to the public in 1904 its displays were 
of immediate consequence to a relatively small part of that public. 
Thirty-six years ago the mechanization of the office was, to be sure, 
farther along than the mechanization of highway transportation, for 
even at that date the typewriter had ceased to be a novelty in most 
offices. But most office operations still were carried on in much the 
same way and with much the same sort of materials as during the 
preceding century. And the number of people engaged in office work, 
and therefore interested in aids to office efficiency, was small compared 
to the total population. Only just getting under way was that modern 
economic phenomenon, that swift rise in the number of offices and of 
office employees which is mirrored in the fact that between 1900 and 
1930, when the population of the country was increasing 61.5 per cent 
the number of office workers was rising 302.5 per cent. 

The successive National Business Shows during the past thirty-six 
years have kept pace with this expansion of the American office and 
have been of inestimable value in focusing public attention on office 
equipment, machines, and supplies. This year’s Show, opening Febru- 
ary 3rd, at Grand Central Palace, New York, the home of the Auto- 
mobile Show, will draw to that same building capacity crowds of 
office executives, office workers, and others eager to look over the new 
things the American manufacturer is featuring to meet the challenge 
of a year when office productivity will be tested to the limit, and Frank 
E. Tupper, director of the Show, is confident that more purchasing 
agents, office managers, and other executives than ever before will 
take advantage of the opportunity the Show provides for convenient 
inspection and comparison of what the commercial stationery and 
office industry has provided to help the office to better business 
methods. 
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AIDS TO OFFICE 


A HALF MILLION CHECKS can be filed in these 126 DS (Dead 
Storage) files, product of All-Steel-Equip Co. Inc., Aurora, Ill. 
The files are stacked 89% inches high, occupy a floor space of 
5434 by 24 inches deep. Individual check size files measure 53% 
by 2312 by 33% inches high in drawer dimensions. A secure stack- 
ing device and effective side-locking clips prevent the stacks from 
tipping or sliding. These steel files are rust-resisting, with sur- 
faces protected by an olive green, baked-on enamel. The firm 
has 22 popular sizes of DS files available for all types of records, 
and furnishes special sizes to order. No extra charge is made for 
manufacturing special sizes in quantities over 50. 


BELOW: 


PLASTIC INDEX TAB. A new index tab, for use on vertical file 
guides and card indexing, has been introduced by C. L. Barkley & 
Co., 517 S. Jefferson St., Chicago. The new tab is made of 
crystal clear, non-inflammable acetate plastic, molded into a 
design which provides for attachment to pressboard or other suit- 
able material. Large space is provided for easy insertion of various 
printed inserts. The tab is angled to 45 degrees for full visibility. 
The convex shape of the tab allows for magnification of the insert 
of approximately 35 per cent. Smooth contoured surfaces, with 
the absence of any sharp edges, eliminate the possibility of injury 
to the file clerk, or the snagging of records. The tab is molded 
in six stock colors. Samples and price lists are available. 


ABOVE: 


STAPLING MACHINE. This new Kartro Flyer model can be 
used to staple, as well as saddle stitch booklets, magazines, leaflets, 
etc. A product of Kartro Corp., 1265 Broadway, New York, this 
all-purpose desk stapling machine is of small size, suitable for 
a variety of uses. The base of the Kartro Flyer is embedded in 
rubber to prevent the scratching of desk top surfaces. The model 
can be used for saddle stitching, tacking, permanent stitching, or 
temporary stitching. 


BELOW: 


MECHANICAL PENCIL. A single load of a dozen 22-inch 
leads in this Ultimatic mechanical pencil from Nahill Mfg. Co. Inc., 
577 Elm St., Arlington, N. J., provides 8 to 16 months of writing. 
The construction of the pencil controls the width of the line that 
is being written. Triangular leads, a product of Joseph Dixon 
Crucible Co., aligned with the Grip-Shape barrel, always present 
a corner to the paper. The pencil not only has a propel, repel, and 


expel action, but features the continuous feeding of lead. Other 
features include a 1'%4-inch adjustable eraser, tip construction 
which prevents rotation of lead, chromium trim. The pencil is 
light in weight, comes in a wide range of colorful plastics, retails 
from 75 cents to $5. 


LEFT: 


PAYROLL CALCULATOR. To relieve the employer of the clerical 
detail of computing payrolls in accordance with the 40-hour provision 
of the Wage-Hour Law, Acme Visible Records, Inc., 8 S. Michigan Ave., 
Chicago, has perfected this Payroll Calculator that eliminates all figuring. 
The visible calculator reveals at a glance the total amount due any wage 
earner in regular and overtime pay, based on the requirements of time- 
and-a-half for all hours worked over forty in any week. The compact, 
visible card record book contains 261 individual wage rate tables covering 
every period of service from % hour to 60 hours. Wage rates from 30 
cents to $1.50 are in '2-cent steps; from $1.50 to $2. in 2%-cent 
steps. Wages are shown for %4, ¥2, 34, and full hour periods. Rules and 
two-color printing facilitate reading, avoid confusion. Cards turn on 
metal hinges which eliminate wear, and their visible margins have a 
transparent protective covering. 


er are 
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ERRICIENCY 


RIGHT: 


TRANSFER FILE. This Firefoe Transfile is a new asbestos- 
covered and non-inflammable transfer file from Guide System & 
Supply Co., Inc., 335 Canal St., New York. It is a fibre board 
file of the collapsible, steel-reintorced type, with the additional 
feature of a new ball-bearing drawer action. Available in letter 
and legal sizes. 


Q 


a 


Changepoints. The iridium-tipped styles are identified as 000, 
fine; 00, medium; and 0, broad. The other seven styles have a 
writing quality similar to that of popular dip pen points. Any of 
the Changepoints, when used in a Kerr pen, writes with a minimum 
flow of ink. There is a style of Changepoint to suit every style of 
writing, and every writing need. To change the point in a Kerr 
pen, the user simply twists the feed to loosen, and changes only 
the point. 


LEFT: 
R CHANGEPOINTS FOR KERR PENS. W. K. Kerr Pen Co., Tulsa, 
6 Okla., makers of the Kerr Changepoint fountain pens, has added 
. three styles of iridium-tipped points to its line of stainless steel 


RIGHT: 


DESK LAMP. Illustrated is the Tulamp model fluorescent desk 
lamp, available in a bank bronze finish, from General Lamps 
Corp., Muncie, Ind. The lamp holds two 18-inch, 15-watt fluores- 
cent tubes, which are contained in the rigid metal shade. The 
Tulamp comes also in a plated bank bronze finish, may be had for 
AC or DC current. Overall height of the Tulamp is 1812 inches. 
A neon glow starter switch is contained in the shade. 


ABOVE: 


VERTICAL STENCIL FILES. Atlas Stencil Files, Inc., 605 Na- 
tional Bldg., Cleveland, have announced two new models in its line 
of vertical stencil files. Model No. 150 holds 150 duplicator sten- 
cils, while Model No. 1400, the Jumbo File, holds 1400 stencils. 
Each stencil is hung vertically without use of paper separators. 
Rustproofed steel hangers, sixteen to an inch, are used. Cabinets 
are made of heavy sheet metal, finished in green and black crackle 
enamel, feature “finger-tip” ease in locating, filing, and removing 
stencils. Locking lugs prevent stencils from becoming detached 
while in the file. The unit is portable, may be rolled into out-of- 
the-way corners of the office, accommodates duplicator as well as 
multilith stencils. Illustrated is the hanger on which stencils 
are kept. 


RIGHT: 


ADDING-FIGURING MACHINE. Underwood Elliott Fisher Co., 
1 Park Ave., New York, has announced the production of a new 
and manually-operated Sundstrand adding-figuring machine. The 
firm’s entire line of adding machines has been modernized to match 
the Quiet Model Sunstrand portable electric adding-figuring 
machine. The hand-operated model has ivory-colored key tops, 
with the form-fitting finger feature, and a black crackle base 
with black japanned cover. 
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LEFT: 


FACTORY REBUILT TYPEWRITERS. The rebuilders of the Master Grade 
Underwood typewriter, The Wholesale Typewriter Co., 155 Sixth Ave., 
New York, are now offering a new rebuilt Underwood typewriter, the Top 
Grade. These new rebuilts, priced to retail for $49.95, are provided with a 
crackle enamel finish, five key decimal tabulator, green two-color visible 
front scale, new cushion feet with nickel plated caps, individual key action 
control, eye-ease keyboard. The new rebuilt is the No. 6 Underwood, may 
be had with a 10 or 11 inch carriage, and with either pica or elite type. 


RIGHT: 


THIS IS THE CLOCKMASTER, JR., combination clock, pen, and 
pencil tray desk unit from Finch & McCullouch, Aurora, IIl. The 
unit is fashioned of solid walnut, with fittings of chromium. A 
streamlined groove provides a handy receptacle for pencils, pens. 
The mottled brown fountain pen blends with the walnut base, has 
a corrosion-proof durachrome pen point. Priced to retail for $8.50. 


LEFT: 


te 4 UNBREAKABLE PUSH PINS. A new line of unbreakable and 
al , decorative push pins, which can be easily pushed in by hand or 
= hammered in, has been introduced by H. E. Sweet Mfg. Co., 77 
2 Norwood Ave., Edgewood, R. |. The push pins are made of a high 
y : lustre plastic in pastel shades. No. 10/5 card holds five pins, re- 
i ; tails at 10 cents. Pins may be had in ivory, red, green, blue, yellow, 
UNBREAKABLE aa pink, orchid, black, or mahogany. The new rosette style, No. 10/4, 
ears, 4 Fon 10K has a highly decorative head, with a rose petal design embossed 
ae ae ee on the pin head. Pins are mounted four on a card, retail for 10 
cents, may be had in ivory, red, green, blue, yellow, pink, orchid. 


weels Pus Pins | 


LEFT: 


FIGURING-LISTING MACHINE. A new model B19 figuring- 
listing machine has been announced by the Barrett Adding Ma- 
chine Div., Lanston Monotype Machine Co., 24th at Locust St., 
Philadelphia. Finished in a combination of silver gray and black, 
it is the first of the 1941 Graytone models featuring a scientific 
ne a ite combination of colors with a streamline appearance. The new 
wile  - model weighs but ten pounds, may be carried about with ease, 
has a smooth handle action, will multiply. Division is done by 
the direct method, and no reciprocal tables are necessary al- 
though the unit has visible adding dials. The Barrett B19 is 
equipped with the automatic total feature. 


BELOW: 


BRIEF BAG. This steel frame brief bag, from Murray Varat Co., 
114 S. Clinton St., Chicago, is available in all popular leathers, has a 
zipper closure 


eae 
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ABOVE: 


FILE GUIDE MAKING MACHINE. The Olm Co., 730 N. Washington 
Ave., Minneapolis, Minn., reports that its new file guide making machine, 
BS after being in the experimental stage for three years, is now in production. 
ae : | ; Current orders for the machine, the firm reports, are on hand in sufficient 
%. \ j quantity so that it can accept no further orders until the second quarter 
iS 4 in 1941. This machine will make up to fifty guides a minute, guaranteed, 

but can be run as high as 100. Metal tab guides are completed in one 
operation. The machine rounds the corners, cuts out the bottom projector, 
and punches all the holes in the first station. The guides then go to the 
Bus second station and the eyelets and metal tabs are put on. There are no 
% oil holes on the machine since it is automatically oiled by oilless bearings. 


eo GEYER’S OFFICE EQUIPMENT DIGEST December, 1940 
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* Masonite Tempered Presdwood is marble- 
smooth . . . will not warp, chip, split or crack 
when properly used. Let us send you a sample 
of Masonite Tempered Presdwood and infor- 
mation about its many unusual properties. 


Masonite Corporation maintains an efficient engineer- 

ing staff which will be glad to consult with you free 

of charge in regard to your construction problems. 
q 


THE WONDER WOOD OF 
A THOUSAND USES 


December, 1940 


red Presdwood 
a utility 
folding 


It happens almost every time! When an office equipment 
manufacturer switches to Tempered Presdwood*—a 
Masonite* hardboard—for smooth, lasting surfaces, he 
cuts down complaints to an absolute minimum. This 
wood-fibre hardboard has the durability to stand all 
kinds of abuse, yet it’s light in weight, easy to fabricate, 
low in cost. 


The Polar Desk Chair Floor Mat is offered in a 
number of sizes and shapes for all types of office 
desks. It is made entirely of durable, grainless 
Masonite Tempered Presdwood. 


* Trade-mark Reg. U.S. Pat. Off.“* Masonite” identifies all products marketed by Masonite Corporation 


COPYRIGHT 1940, MASONITE CORPORATION 
“mom corcmne a | 


inne" alle Masonite 


111 W. Washington St. 
Chicago, Iii. 


Please send me a FREE aA » 

sample and more infor YO NKOSI: TEMPERED 
mation a iu jasonite 8. 8 mar, one, 

Tempered Presdwood. PRESDWOOD 


SOLD BY LUMBER DEALERS EVERYWHERE 
Name and Firm 


Addr 


City State 


Mail above Coupon or use QUICKMAIL COUPON No. 23 
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WAYSTOSTEP UP STANDARDS IN LAYOUT 


(Continued from Page 20) 
i i Li he G —. 


In vaults where there is shelving alone, vault aisles 


should be a minimum of 3 feet wide. Where one wall 
has cabinets or file drawers and shelves are lined on 
the opposite wall, a 6-foot center aisle should be the 


minimum planned for. 


EFI ICI EN C y/ GENERAL STORAGE ROOMS 


Inactive transfer cases and storage boxes require 


DURING TRANSFER SEASON aisles having a minimum of 4 feet. Where open shelv- 
; ing is used for binders, old records, etc., a minimum 
Use Keathoroid FILE POCKETS of 30 inches is sometimes used for economy. 


or FZepemanila FILE JACKETS STATIONERY STORAGE ROOMS 


For neater, better transferred records. Where open shelves are used in stationery storage 
| rooms a 3-foot minimum width has been found to be 
workable. 


COAT ROOMS 


In locker rooms aisle spacings should be planned at 
7 feet for 18-inch lockers and 6 feet for 12-inch lockers. 
In coat rooms where the open coat rod and hat shelf are 
used, a minimum of 4 feet should be allowed. Again, 
this dimension would increase as the length of the room 
goes beyond 12 feet. 


INTERVIEWING ROOMS 


For interviewing rooms adjacent to the reception 
room, an 8-foot square is the minimum proportion 
for practical planning. 


LETTER OR LEGAL SIZE with 134”, 32”, or 5¥2” Expansion 

They save time and speed up transfer activity. CONFERENCE ROOMS 

Handle bulky correspondence most efficiently. The minimum for a conference room having a 4 by 8 

Doubly reinforced for lasting durability. foot table is 12 by 16 feet. Larger rooms result from 
increasing table sizes and the addition of other furni- 
ture and facilities. 


Naturally, circumstances alter cases and the stand- 
ards listed herewith are subject to variation to cover 
individual needs and requirements. But they must be 
borne in mind as governing factors. If one gets too 
far away from them, as for instance through a desire 
to be ultra-economical, the results are sure to be harm- 
ful. These standards are born of the experience of 
large numbers of office organizations down through the 
years, and in using them one is thereby avoiding many 
a pitfall others have fallen into as they have tried to 
advance along the road to true office efficiency. 


LETTER OR LEGAL SIZE with 1”, 1%” and 2” Expansion Zor Ye Wr omuenience 
BUY THESE THRU YOUR STATIONER C 
HE CAN HELP YOU WITH YOUR TRANSFER PROBLEMS 


FILE JACKETS S FILE POCKETS 


Quickmail reply coupons to 


QUALITY PARK ENVELOPE C0. & communicate with adver- 


tisers appear following 
General Office & Factory 


Quality Park | page 10 of this issue. 
St. Paul, Minnesota 1. 116 Merchandise Mart 


To answer the above ad use QUICKMAIL COUPON No. 17 
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TO ANSWER THIS AD 


Use QUICKMAIL 


COUPON Re 44 | 
Only Authorized Rebuilder of the Underwood 


The Wholesale Typewriter Company 


155 SIXTH AVENUE NEW YORK, N. Y. 


December, 1940 GEYER’S OFFICE EQUIPMENT DIGEST 
For Purchasing Agents, Controllers, Office Managers 
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COST ACCOUNTANTS SPONSOR BUSINESS SHOW 

The National Association of Cost Accountants sponsored a business show 
of office machines, devices, =. and accounting forms at the Hotel 
Carter, Cleveland, November 13th to 15th. Feature of the show was a 
technical session at which E. B. Gage, of the Raymond Riordan School, 
Highland, N. Y., talked on ‘Economy Through Use of Office Equipment 
Standards.” Among the manufacturers who exhibited were: Acme 
Visible Records, Inc.; Addressograph-Multigraph Corp. Allen-Wales 
Adding Machine mat American Salesbook Co., Inc.; Bonnar-Vawter 
Fanform Co., Inc. a Adding Machine Co.; ‘Cincinnati Time 
Recorder Co.; A. B. Dick Co.; Dictaphone Corp.: Ditto, Inc.; Felt & 
Tarrant Mfg. Co.; International Business Machines Corp.; Lichty Printing 
Co.; Marchant Calculating Machine Co.; 3, Marshall- Smith, Inc.; McBee 


Co.; Monroe Calculating Machine Co.; N 1 Cash R Co.; Office 
Machines Co.; ; Snapout my Co.; Standard Service Bureau; Underwood 
Elliott Fisher Co.: Vari r Sales G Service. From top to bottom are 


pictured the exhibits o' "Ditto, Inc., Monroe Calculating Machine Co., 
Standard Service Bureau. 


GF ISSUES HANDSOME BOOK ON 
ALUMINUM OFFICE SEATING 

Under the title of “GoodForm Aluminum Office 
Seating,” William S. Miller, advertising manager of the 
General Fireproofing Co., Youngstown, Ohio, has pro- 
duced for that company a handsome illustrated brochure 
covering the subject of correct office and institutional 
seating in general, and of the part played therein by 
the company’s GoodForm chairs in particular. 

The clear, interesting text and the striking photo- 
graphic silhouette illustrations give the reader a com- 
prehensive idea of the importance of good seating in 
the attainment of office efficiency, and of the numer- 
ous chairs in the GoodForm aluminum line in their 
varied application to that purpose. 


HOW N. Y. U. BUYS 


(Continued from Page 17) 


of the University, who submits them to the Universit, 
Council for approval or change. 

With the budget estimates finally approved, the 
Auditor establishes a credit for each department. De- 
partment heads are told of the appropriations which 
have been made available to them, and they can then 
make their requisitions for purchases. 

These requisitions then have to be approved by the 
Dean of the school concerned before they go to the 
purchasing office. Here a serial number is given to the 
requisition which remains with it throughout the pur- 
chasing transaction. To bring together all requisitions 
against the proper departmental budget account, these 
serial numbers are next entered in a requisition register 
which is classified by departments. 

Mr. Johnson examines the accumulated requisitions 
as they reach him twice daily. He has authority to 
bring up questions concerning quantities specified, to 
suggest postponement of purchase, and to clarify any 
feature of a requisition which seems out of the ordi- 
nary. In any such instance the requisition goes back 
for re-consideration to the department whence it came 
or may be sent on to the University Comptroller for a 
final decision. 

From the requisitions which have won approval Mr. 
Johnson takes out those calling for the materials which 
it is his particular responsibility to buy. The other 
requisitions go to the Assistant Supervisor of Pur- 
chases, who selects those coming within his province, 
and the remainder are passed on to the Buyer for the 
Medical and Dental Schools, for his action. 

Requisitions are then priced, either from past records, 
from contract figures (about sixty contracts are in 
force covering important items in general use), or from 
price lists, or as the result of competitive bidding. 
Where quotations must be obtained, a quotation form 
is used. Where a large sum of money is involved in 
a purchase competitive quotations are always sought. 

Again twice daily, requisitions which have been priced 
go to the Auditor to insure that the departmental 
accounts involved have funds to cover the purchase. 
The final step in the purchase transaction, the issuing 
of the actual purchase order by Mr. Johnson’s depart- 
ment, is not taken until the Auditor signifies that the 
funds to make the purchase are available. 

An interesting practice at New York University, not 
always followed elsewhere, is the frequent payment of 
invoices even without the formal approval of the de- 
partments involved. The careful selection of manufac- 
turing and merchandising sources and the long-standing 
relationship with most of those sources has removed any 
risk from such a practice. When the invoices are kept 
in the purchasing department they are not lost. Neither 
are the cash discounts lost, these being taken invariably. 
Payment is made on the 10th and 25th of each month 
and this practice is accepted by the sources of supply. 
The purchasing department is notified in triplicate by 
University departments when merchandise has _ been 
delivered. 


ARTHUR FREY NOMA GUEST SPEAKER 


Arthur R. Frey, manager of the Stationery an 
Filing Supplies Division of the Globe-Wernicke Co., Cin- 
cinnati, was guest speaker at the monthly meeting of 
the Cincinnati chapter of the National Office Manage- 
ment Association November 12th at the Hotel Gibson. 
Mr. Frey’s subject was “Filing as a Profession.” 


28 GEYER’S OFFICE EQUIPMENT DIGEST December, 1940 


For Purchasing Agents, Controllers, Office Managers 


fe A wh Be OP eet 2 A a coi) y eae io 2 oe Oe a | ae ee et a ge - te) ohne os 
So eS ft a te ee ie a i. a gee ig —— - 
a ec bee, sas 2 Sa oe. See : ee — ae 
s " ‘ 
Ph ; 
ee ° SS : ae aie a 4 ee 
ae ioe gop Tee : 
oe Se ae eae! Sy, 7m 7 
: <i ae Se } 4 
ae hh ef 
a 6h CU SUCUCtC‘“ ;i‘ : ' 
B: v. ae Bos . sms ee : 
er 7 ie ae ; a 
oe im hes ee i : er 
t ch a Cc rae ay ee 
oa iw 4 ig . 
ee Y 2 i a : eee 
ae . 1 aa 4 — + ” 
SA >... |) oo a a a a : 
EER tel er oe is . ’ 
Si ee a a  —_—_ See, 
pan, wen. a oa ee a 
‘ gee See £ Baas’ an a 
‘ va are iar ge cae. on “st 
+ ee J foes — bs a ; 
ve a; ed ’ > + es i iti i 5 S. be 
es = a i » os x sere Caer ye ean 
ee a os {ae age ‘a i... ae! ae ; = 
: tek a ee aes cee ee i 
‘ pers. ae i ? bots ae a ¥ ‘ Edt 4 - : 
nthe * = : ary Pa Oe: Et 5 a Ne eee | 7 q : 
ay we oa he Peay | an ' a ; 
wie a “ete te Slr iar a Sea) Gs x ‘a 
ie: Meo ce Tog ak. ae - 24 —_ 
< oe a _— 4 Ps i § 
cad pa. ae Ae : a a gt See : 
et] Fae, thee i. Ase e ‘Bond a ° e a : 
5. ee a * 
ae, aR Ea ee o-. 
oP trae OM a + eit rs rants 2 ee x a 
. a? pe si \ re a a : a. 
ee a a a ~ & e «a2 
Sane el ae —_ % et i 
sc a > , 
rat ae — | ee 7 * 
Eee ie i i gael: De 2 may 
, Soe ae ace ie ie : “aS ae ll 
caked i Ba oe an 
gee, ee as - eee oo: J 
5 he chs he a ~ ie « 
ere ors , { e “tis a -—_ ™ 
es ry | ; — 
R + ‘a . pat eB ». = - - ea 
ee es e * aaa oe 
ies te : ee 
‘ i ‘ . > ae — amcamectomtr 
oe : 7 
pad iy 3 i; : 2 . tle 
re 4 om — 8 oo ; 7 
: Ree 4 <o8 a : : a ee ; 1 
: re 3 s ix i Te —— " a “a 3 . | P a 
ae ad hey SF xi. ee a er oa pa = =% 
4 ee —— we © : a a t, F oY ee 2 rs 
a — ll ey _ ra es ge a i) 
Le a a lee 7] tS Fi re... {a 7 
aoe 4] a eee “9D aa 7 F f 
rae mee ya "i rate ’ 
mo — '° - a ] 5 SE oa 
: RO ae - :. << es f ap o 
/ Sp je oe [i — 9 mk ". oh ee 
: en ———— oil et i, c) a iat m7 . 3 “é = oe. s 
ma m 2 ee Pree : a a “ete es ‘a = ere 2 oe 
ty iad 
a 
ro 
i 
; sy 
: ae 
; ee 
re 
se, 
& eee 
- 8 
oe a 
; +4 § 
<n See 
ra Ne 
; ats 
- 
f [as 
4 ‘a F 
De FP aoe Shea  — eae Sa in ee 7. ee ae Bec 7  ., ae. vo aiea é 


HERE ARE THE CARBONS AND RIBBONS 
THAT HAVE KEPT “Storms” ON TOP FOR 50 YEARS 


Ask your Dealer to show you “The Complete Line” For Every Purpose and Every Pocketbook 


CLEANGRIP 
CARBON PAPER 


Its efficiency, cleanliness, long wear and RESIS- 
TANCE TO CURL make it the carbon paper pre- 
ferred by busy users. 


Cleangrip combines all the desirable features of 
good carbon papers plus the highly important 
special features possessed by no others. 


CARBON INKED 
PAPERS ROLLS RIBBONS 
Cleangrip Talier’s Masking Stormtex Silk 
Photo Offset 
Whitedge Billing Rolls for Elliott- | Stormtex Cotton 
Fisher Machines 
a te ee 
jurroug 
Cameo Machines American 
American Register Rolls Reliance 
Retlanss Tally Rolls Ribbons for Address- 
° h-Multigraph 
Carbons in all Rolls — " 
hte ent —_ for ~g 4 Speedaumat 
finishes Special Rolls Dupligraph, etc., ete. 


To answer this ad use QUICKMAIL COUPON No. 19 


H. M. STORMS COMPANY 


Makers of “The Complete Line” of Carbon Papers and Inked Ribbons 
561 GRAND AVE. 


BROOKLYN, N. Y. 


December, 1940 


“THE RIGHT CHAIR- 
AT THE RIGHT PRICE” 4 


To answer the above ad use QUICKMAIL COUPON No. 22 


1 Craftsmanship 


builds quality office chairs . . . and for that Jasper Chair 
Company’s chairs have a national reputation. Quality 
materials are fashioned into quality products by experi- 
enced, skilled Jasper Chair Company workmen who take 
pride in their craftsmanship. In selecting office chairs, 
~ -4 to investigate fully the merits of this outstanding 
ine o 


EXECUTIVE, COMMERCIAL AND 
SCHOOL CHAIRS 


A wide variety of styles in every price group . . . all made 
in strict adherence to our policy of pediine “the right 
chair at the right price.” 


List of Representatives 


NEW YORK SEATTLE 
R. J. Freeman S. H. MacDonald 
383 Madison Ave. Orpheum Building 
CHICAGO 


E. W. Thomas, Box 3493, 
W. H. Brown Peninsular Station, 
6708 Glenwood Ave. Daytona Beach, Fla. 
SOUTHERN 


James E. Fowls, 3414 Euclid 
Heights Bivd., Cleveland, Ohio 


JASPER CHAIR CO., Jasper, ind. 
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| HALL-WELTER. co, INC. 


16 CHAMPENEY TER. ROCHESTER, N,V; 
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POLAROID” 


STUDY LAMP 
only $95 


For the first time—completely glare-free 
POLAROID light—in a smart low-cost desk 
and work-table lamp. 


Provides clear, strong light over working 
area, supplementing room illumination. 
Uses same glare-removing material used in 
POLAROID DAY GLASSES. Ideal for desk 
workers forced to concentrate for long hours 
—and for all who do close work on charts, 
figures, graphs and careful reading. Avoids 
eye-strain! Assists accuracy! 


Smart new design, finished in walnut and 
copper with parchment-type shade. Place 


your order promptly. @® T.-M. Ree. U. S. Pat. om. 


EXECUTIVE MODEL / 


$Q75 


Styled by Walter Dorwin Teague. Wal- 
nut or ebony bakelite with satin alumi- 
num pillar. Nearly doubles visibility. 


Get the facts NOW. Ask your dealer 
for complete information or write to 
POLAROID Corp., Cambridge, Mass. 


Use QUICKMAIL 


COUPON vol 


POLAROID 


December, 1940 
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ATLAS 


Vv 
E 
R 
T 
I 
C 
a4 
L 


STENCIL FILES | 


NEW DOUBLE 
HANGER 
Holds stencil 

on each side. | 


Business everywhere is discovering the economy 
of adopting the Atlas Vertical File for preserving 
in indexed order for future use mimeographed 
stencils or offset plates. 


Without muss or fuss, valuable stenographers’ 
time is saved as well as the added cost of new 
stencils. The Atlas File gets maximum service 
from stencils and prevents errors that might 
occur in recutting stencils. It provides fingertip 
accessibility; complete indexing convenience and 
positive stencil preservation. 


Built in five convenient sizes; holding 50,—150,— 
300,—500, and 1400 stencils. Model 300, illus- 
trated, 22”x12”x22”, sells for only $24.50 (slightly 
higher in Far West). 


ATLAS STENCIL FILES Inc. | 


605 NATIONAL BLDG. CLEVELAND, OHIO 


a 


To answer the above ad use QUICKMAIL COUPON No. 36 
December, 1940 


FOR SEMI-ACTIVE RECORD STORAGE 
DURABILITY TRANSFER FILES .... 


Made of heavy solid fibreboard . . $ 1 20 feck 


. . . pull drawer convenience . 
Letter Size 


. steel reinforced 
. . easily stacked... 


no shelving required. 


LOW COST STORAGE FILES 


THAT INCREASE TRANSFER EFFICIENCY 


The use of heavy fibreboard in the construction of these sturdy 
transfer files permits production at low cost. Heavily rein- 
forced at wearing points they will give lasting satisfaction and 
keep valuable records safe from dust and dirt and possible loss. 
The value of a single record will more than repay the small 
original cost of these transfer files and keep checks, letters, 
invoices, etc., easily accessible for future reference. 

We recommend the use of the “Green-Edge” Storage Files 
for dead record storage and the “Durability” Transfer File for 
records requiring frequent reference. They solve the problem 
of quick, easy, and economical record storage. 


WRITE FOR SAMPLES 
We will gladly send samples and com- 
plete information on these Transfer 
units. 


C. L. BARKLEY & CO 


_ _ ESTABLISHED 1921 
.. cManufactu 
517 S. JEFFERSON STREET 


f Filing Swale 


CHICAGO, ILL 


FOR DEAD RECORD STORAGE 
GREEN-EDGE STORAGE FILES... 


Double 
walls . 
tape 


thick 
cloth 


Full letter size 
shipped knocked 
down. 


To answer the above ad use QUICKMAIL COUPON No. 32 
31 
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Use QUICKMAlL 
COUPON ob 


HYGIENIC ENVELOPE SEALER 


The Hanp SEALER that gives machine speed 
and volume—Rapidly and efficiently moistens 
and seals envelopes... . 


CLEAN + RAPID + INDESTRUCTIBLE 


WILL NOT RUST WILL NOT LEAK 
SPEEDS UP MAILING 


PRICE $2.00 Each 
Write for details or consult your dealer. 


LITTLE & COMPANY 
Established 1906 
150 Chestnut St. 


Providence, R. I. 


If you are interested in any office equip- 
ment merchandise or stationery products 
not iilustrated or described in the monthly 
issues of GEYER’S OFFICE EQUIPMENT 
DIGEST, write to us! Use Quickmail Cou- 
pon No. 38. ; 

We will be glad to pass your inquiry to an estab- 
lished source of supply or to tell you by whom the 
special products you see are manufactured. 

A complete and up-to-date file is maintained in our 
office so that we can give prompt and accurate at- 
tention to all your questions relating to sources of 
office equipment and supplies. You are invited to 
make full use of this service. 


Information Department 


GEYER’S foulsment DIGEST 


260 FIFTH AVENUE, NEW YORK CITY 


8 


To all the friends of the Frank Mashek Company we 
wish to extend our best wishes for a joyous holiday 
season. We are grateful for the continued support of 
the industry which has made 1940 such a successful 
year. 


Use QUICKMAIL COUPON No. 7 for New Catalog 


CHICAGO go 


——— 
NEW YORK OFFICE: Harold Atwood, 280 Broadway 
“If it’s made with leather, MASHEK makes it Better.” 


GEYER’S OFFICE EQUIPMENT DIGEST 


YOUR 1941 RECORDS 


This is the time of the year to check on 
your office requirements of binders and 
forms. 


Buy—CESCO products—the complete, mod- 
ern line of record-keeping equipment for 
every department of every business. Trans- 
fer Binders, Post Binders, Ring Books, 
Visible Record Systems, Catalog Covers— 
Plus—a complete range of ruled and printed 
forms for all business needs. 


SEND FOR OUR CATALOG 


A request on your business stationery will bring 
a — illustrated, comprehensive catalog of the 
CESCO line, or Use QUICKMAIL COUPON No. 14. 


Our |! i Users Di Plan will save 
you time and money. 


The C.E. SHEPPARD CO., 


44-09 215! Street,- LONG ISLAND CITY, N.Y. 


December, 1940 
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Ask about 

the PRESTO 
Christmas 
package 


complete with 
500 staples 


Saue Time With PRESTO-The World's Fastest Selling STAPLER 


Now, a moderately priced stapler—streamlined and 
smartly styled—finished in wine-colored, baked ena- 
mel, to grace the finest desk. Its black rubber base 
assures quiet operation and conceals 400 extra staples. 
100 staples are loaded in the operating chamber. 
These and many other PRESTO features have built 
an unmatched nation-wide demand for the New 


PRESTO Desk Stapler in office, school and home. 


PRESTO beauty and convenience have lifted the 
demand for Staplers from one Stapler for every office 
to one PRESTO for every desk. PRESTO affords split- 
second loading and sure-fire service. It is sturdily 
built for long, hard wear. See your jobber or write 
direct for complete information. Save time and money 
by equipping every desk with PRESTO Staplers. 


Use QUICKMAIL COUPON No. 46 


Metal Specialties Mfg. Co. tric ins 


in this handy, file-size book. 
48 Pages, full-color illustrations, 
complete information AND prices 
\J on LABELS for Shipping, Advertising, 
Instruction, Production, Packaging. 


FOR YOUR > ANSWER THIS & 
FREE COPY Use QUICKMAIL 


7 Fo day! COUPON wo EX 
Ever Ready LABEL Corporation <.-.-. 


_‘: 141-155 EAST 25th ST. = NEW FeOoRue., wy. - iii 


For Purchasing Agents,’ Controllers, Office Managers 
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IT’S IN THE AIR 


REG. IN U.S. PATENT OFFICE 


Yes, Tempo Film is the chief topic in. stencil circles today. 
It’s the only Film Stencil, patent-protected and going strong. 
Never has a stencil solved these four major problems of type- 
filling, type-cleaning, letter cut-outs, and roller-swelling. 
Because of these accomplishments, Tempo Film has no equal 
in quality. No parallel in economy. You should try it to 
appreciate its extraordinary advantages. Our Trial Order 
Plan does not obligate you in any way, but it does open the 
way to a new high in stencil service. Avail yourself of this 
plan today—give name of your duplicator and specify legal 
or letter size. 


EVER YWHERE 


| 


Or, if advance details are desired, attach this | 


or use QUICKMAIL No. 12. 


416 Commonwealth Annex, 


aren] INKS 


ar Satis fy 


BLACK AND COLORS FOR ALL 
"STENCIL DUPLICATORS 


HO ei Write for Prices ee 
THE HEYER CORP. CHICAGO, v. S. A. 


To answer the above ad use QUICKMAIL COUPON No. 5 


MILO HARDING COMPANY 
435 West Pico Bivd., Los Angeles, Calif. 
Pittsburgh, Pa. 


ry advertisement to your letterhead and mail today © 


DEFINITION OF AN OFFICE MANAGER 


As everybody knows, an Office Manager has 
practically nothing to do except . . . to decide 
what is to be done, to tell somebody to do it, to 
listen to reasons why it should not be done, 
why it should be done by somebody else, or why 

_ it should be done in a different way. 


To follow up to see if the thing has been done, 
to discover that it has not been done, to listen 
to excuses from the one who should have done 
it, to follow up a second time to see if the thing 
has been done, only to discover . . 


That it has been done but done wrongly, to 
point out how it should have been done, to wonder 
if it is not time to get rid of a person who can 
not do a thing correctly, to reflect that the person 
in fault has a wife and seven children, and. . 


To consider how much simpler and better the 
thing would have been done had he done it himself 
in the first place in twenty minutes, but that as 
things turned out . . . he himseif spent two days 
trying to find out why it was that it had taken 
somebody else three weeks to do it wrong. . . 
and then realized that such an idea would strike 
at the very foundation of the belief on the part 
of the employees that: An Office Manager has 
nothing to do. 


—From talk by L. A. Griffin, general office manager 
Johns-Manville Corp., at November meeting of New York 
Chapter, National Office Management Association 


INVINCIBLE 
TYPERIT 


A NEW AND IMPROVED 


INVINCIBLE) 
| f¥Pexit 


CLEANER 


FOR TYPEWRITER TYPE 


QUICKER, CLEANER 
SPATTER-PROOF 


ae ae 
enctee 


Not just another type cleaner! It’s a secretary’s dream 
come true! A wire wringer in the neck of the Typekit 
prevents spatter, keeps hands clean, conserves fluid. Stenog- 
raphers and office managers call Invincible Typekit “the 
most satisfactory type cleaner we have ever used!” Send 
for descriptive literature and price list today! 

use QUICKMAIL COUPON No. 16 


AMERICAN WRITING MACHINE CO. 


138 Ct~é~«~SG 


December, 1940 
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The New Kartre Blyer 


AN ALL PURPOSE DESK STAPLER 


Here’s the Common Sense # 
BUSINESS PEN 


Thousands of Esterbrook Re-New-Point Foun- 
tain Pens are now in daily commercial use 
giving trouble-free service at low cost. Here 
are three reasons why you should investigate 
Esterbrook Pens for your organization: 


1. Points for every business purpose—Select 
the point by number for the job or the in- 
dividual’s writing style. Here are a few 
Re-New-Point styles: 

Bookkeeping and Shorthand—Re-New- 
Points 1550; 1555 (Gregg Approved) ; 
2556; 2048; 3550. 

Manifolding—Points 1461; 9460; 9461. 
For Signatures—Stub Point 2284; Broad 
Point 3968. 


2. Points are renewable by the user—No point 
repair delays. 


The Karte Glyeri Specialties: 


1. Saddle stitching of papers of any size through the fold 
2. Tacking 
3. Permanent stitching 
4. Temporary stitching 


Sturdy construction with base embedded in rubber: 
No Jam—No Clog—No Noise—No scratching of desk. 
Use QUICKMAIL COUPON No. 47 for information. Cl 


3. Low first cost—low upkeep — Complete 
fountain pens $1.00 and up. Re-New-Points 
25e and up. 


Ask your stationer for complete point style list. 


Karhe, Jac. 1265 Broadway, New York City RE-NEW-POINT FOUNTAIN PENS 
POCKET SEALS oF QUALITY 
LITHOGRAP HERS o 
189 The “ALUMINUM” Pocket Seal 
UNCONDITIONALLY 
: GUARANTEED 


DISPLAYS - LABELS - BROADSIDES “BEST SELLER” for 40 YEARS 


BOX WRAPS - FOLDERS- POSTERS 


THE NOTARIES FAVORITE 


D LETTERHEADS ai ‘a 
Combination Runs on The OFFICIAL Pocket Seal 
DE Four Grades of Bond REALLY EMBOSSES 
HEAVY PAPER 
A CORPORATE SEAL 
POCKET SIZE 


FURNISHED IN 3 SIZES 


FREE LEATHERETTE POCKET CASE with EACH SEAL 


MANUFACTURED BY 


MEYER & WENTHE, Inc. eG 


SHEINKMAN 


Established 1854 
Dependable Service for 87 Years 


30 SOUTH JEFFERSON STREET, CHICAGO, ILLINOIS 


Chas 6-7000 


PLACE YOUR ORDER WITH YOUR LOCAL 


421 HUDSON STREET - NEW YORK, N. Y. MARKING DEVICE DEALER ’ 
Sr 
To answer the above ad use QUICKMAIL COUPON No. 41 To answer the above ad use QUICKMAIL COUPON No. 9 
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ACCO BINDERS 


2 Piece Construction 


BULK and 
TRANSFER 
BINDING 


ie low price of Acco two-piece binders makes 
them ideal for the inexpensive binding and 
storage of inactive records. Customers buy them in 


large quantities! 


Their sturdy construction, efficiency and conveni- 
—. make Acco two-piece binders ideal for daily 
ce use. 


They possess the same advantages of more expen- 
sive ring and post binders—easy interchangeability 
and positive binding of all size sheets. Bound with 
Acco Fasteners for unlimited capacity. Fer all com- 
mercial centers. 


Use QUICKMAIL COUPON No. 29 for details and prices. 
INC. 


ACCO PRODUCTS, 
39th Ave. and 24th St., Long Island City, N. Y. 


Obh-Qwary mak 
MAKE PERFECT m1 


WATIOWALLY 


For business and personal Christmas ADVERTISED 
Gifts, you can make no better choice para 
than Ash- Away Smokers. Smart in appear- sh-Away 
ance, sleek in design, beautiful in their Smokers are ad- 


vertised in Amer- 
ican Home and 
Esquire to mil- 
lions of homes. 


metallic and simulated wood finishes, Ash- 
Away Smokers have a quality appearance 
that belies their modest costs. 

Only Ash-Away Smokers have the ex- 
clusive and patented Ash-Away Dispenser 
that swallows stubs and ashes, with the 
pressure of a finger, dropping them into a 
generous air-tight container. 

14 different styles, each in three or four 
different finishes provide a selection that 
will satisfy any taste—and any purse. 

“= for the complete Ash-Away cata- 
log today—make it an Ash-Away Christ- 


To ——- = ad use QUICKMAIL 


& 
UPON No. 30 eg 
THE NAGEL CHASE N MFG. CO. 


2811 NO. ASHLAND AVENUE CHICAGO, U. S. A. 


WORLD’S LARGEST SMOKER MANUFACTURERS 


TECHNYGRAPH RAINBOW STYLI 


@ A remarkable new line 
of plastic handle Styli in 
transparent containers. 


a 

i cluding ball points, loop 
i wheel, and shading. 

4 

i 

é 

2 


Knurling near the tip gives 
the index finger a firm grip. 


@ Made in U.S.A. 


Ss ARI 
CADMIUM-PLATED 


THE TECHNYGRAPH, TECHNY, ILLINOIS 


CARBON GRIPPER 
BACKING SHEET 


oe 
USE THIS 


Cal. 


piesa 
To insure clean, aeang aula: « 
Stenographers en- 


thuse because _ it 
/ grips and holds in 
| place the assembled 
| papers while being 
:| inserted in the type- 
| writer. Insures per- 
fect alignment and 
| produces a greater 
| number of legible 
| carbon copies. Num- 
bered right hand 
| margin shows num- 
| ber of lines remain- 
1 ing on sheet being 
1 typewritten. 


A Pletal 
Backing Sheet 
Ue wuh Aer 

Cadlo carron Popes 


“Carbon Gripper” Gripe and bolde in place the ssmmnbied 


The retail price of the CODO Carbon Gripper is 
25 cents, but it is enclosed free with each box of 
Super-Kote and Keen-Rite carbon papers. 


(.ée- MANUFACTURING CORP. 


509 South Franklin St., Chicago 
270 Lofayette St., New York 


Factory Coraopolis, Pa. 


To answer the above ad use QUICKMAIL COUPON No. 21 
December, 1940 
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DICTAPHONE and EDIPHONES 


STANDARD 


gm CYLINDERS 


- your cylinder problems are ours. 

As the world’s largest and 
oldest independent cy!nider makers, 
we've had the facilities and time to 
develop this important tool to its 
highest perfection. But we're never 
satisfied . . . we keep our labo- 
ratories as busy as our shipping 
department. You know you are 
using the best when you use 
STANDARD. 


Write for Samples 


af 


‘ j EFFICIENT @ SURE 
is : oh ECONOMICALLY PRICED 


Use QUICKMAIL 
COUPON sof 


STANDARD 


RECORD COMPANY 


104 South Fourth Street Brooklyn, N. Y. 


She i 


URPICR VALET 


Ends Wardrobe and Locker Room 
Problems — Sanitary — Space Saving — 
Attractive. 


Every office can afford this “valet”—it 
is the newest and most satisfactory 
answer to the office manager’s head- 
ache—the locker room and wardrobe 
problem. This modern all steel “Office 
Valet” has complete accommodations 
(hats, coats, overshoes and umbrellas) 
.for 6 or 12 
people. 
Occupies 
no more 
space than 
an ordi- 
nary cos- 
tumer. 


or 2-sided types, accommo- 
date 3 
foot. 


or 6 
Fit in 


persons per 
anywhere. 


Write for 
FREE Catalog 
showing com- 
plete line of 
modern steel 
office and 
home ward- 
robe equip- 
ment. 


OGEL-PETERSON CO., INC. 


“The Checkroom People” 
1818 N. Wolcott Ave., Chicago. U. S.A 


fz. Valet Racks, in wall 


To answer the above ad use QUICKMAIL COUPON No. 31 
December, 1940 


Qe 


Sragon 5 
Greetings 


With grateful acknowledgement of your 
goodwill and the pleasure we have had 


serving you during the past year, we 


wish you and yours a Christmas of great 


joy, and a New Year of happiness and 
prosperity. 


ZEPHYR AMERICAN CORPORATION 
Makers of Autodex, the touch-control index 
31 West 47th Street New York City 


> tb eh Se 


PHONE -BOOTH 
PRIVACY 


at your own desk 


Keep your telephone 


conversations confidential 


THE NEW 


SILENTFONE 


ASSURES PRIVACY—An unnoticed flip of the finger snaps mouthpiece 
into position—Gives phone-booth privacy at your own desk. Imperative for 
— handling confidential business as well as U. S. Defense 
contracts 


INCREASES OFFICE EFFICIENCY—Muzzles the habitual “telephone- 
shouter.” Serves same purpose as the noiseless typewriter in preserving 
office quiet. Makes busy open offices with many desks and telephones 
pleasanter, less nerve-wracking places in which to work. 


SILENTFONE is made of black, beautifully molded plastic. Snaps on 
to the mouthpiece of the telephone instantaneously, becoming integral 
part of instrument. Does not interfere with normal operations or use 
of hand-set. Sanitary—easily taken apart without tools for cleaning. 


A DIFFERENT XMAS GIFT 


Write or send Quickmail Coupon No. 43 for descriptive literature and 
terms of liberal trial offer. 


TELEPHONE DEVICES CO. INC. 


10 EAST 43rd STREET NEW YORK, N. Y. 
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7 —OOK's Ve 


Stainless Steel File Signals 


A TYPE FOR EVERY MODERN FILING NEED 


NEW ONES! 


Nos. 8 and 12A—Extra small signals for 
use where it is imperative that the signal 
shall not project beyond the visible ee 
Upturned lips facilitate attaching. 

Nos. 13, 14, 15—Visible record slants 
with flat tops and small, upturned lips. WRITE FOR 
No. 3—A a, ee. _— — SAMPLE CARD 
when squeez ogether! Ideal for quic 

attachment to unusual thicknesses. Takes AND FOLDERS 
a een DESCRIBING 
No. 40—Specially designed for use where 

a projecting signal of lower price is required. THE FULL LINE 


Use QUICKMAIL COUPON No. 13 
THE H. C. COOK CO., 18 BEAVER STREET, ANSONIA, CONN. 
“EVERY COOK PRODUCT UNCONDITIONALLY GUARANTEED” 


DAVID KAHN, INC. North Bergen, N. J. 


OFFICE EQUIPMENT MANUFACTURERS 
INSTITUTE HOLDS MEETING 

At the recent annual meeting of the Office Equip- 
ment Manufacturers Institute, held at the Waldorf- 
Astoria Hotel, New York, November 12th and 13th, 25 
out of the 33 member companies were represented. All 
the officers were re-elected. They include: president, 
W. D. Caton, Standard Register Co.; vice-presidents, 
L. C. Stowell, Underwood Elliott Fisher Co., and C. E. 
Hallenborg, Dictaphone Corp.; treasurer, W. F. Arnold, 
Underwood Elliott Fisher Co.; secretary and assistant 
treasurer, E. D. Taylor, 100 E. 42nd St., New York. 
Directors for 1941 are: S. C. Allyn, National Cash Regis- 
ter Co.; W. R. Cummings, Monroe Calculating Machine 
Co.; T. E. Miller, Shaw-Walker Co.; C. E. Hallenborg, 
Dictaphone Corp.; F. W. Nichol, International Business 
Machines Corp.; Arthur Walsh, Thomas A. Edison In- 
dustries; W. D. Caton, Standard Register Co.; J. L. 
Stewart, Burroughs Adding Machine Co.; L. C. Stowell, 
Underwood Elliott Fisher Co.; R. P. Templeton, Ameri- 
can Sales Book Co.; W. H. Wheeler, Jr., Pitney-Bowes 
Postage Meter Co. 

At the first morning session, L. C. Stowell, of the 
general executive committee, led the discussion on the 
office equipment industry and its relation to the national 
defense program. Scheduled to speak at the luncheon 
meeting that day was M. A. Spayd, of Standard Reg- 
ister Co. Because of illness, he was unable to attend. 
However, he recorded his talk on two records which 
were played off at the luncheon meeting. In his talk 
he discussed the need for current cooperation of govern- 
ment and industry. 

Opening the afternoon session was the report of the 
committee on sales training and education. Fred Far- 
well, of International Business Machines Corp., read the 
report for the committee, outlined the coordinated uni- 
versity and industry program for preparing men for 
the field of distribution. John R. Bangs, Jr., professor 
in the department of administrative engineering at 
Cornell University, led the discussion. The committee 
is seeking to have colleges and universities prepare 
courses and subjects so that college men may become 
interested in selling as a career. 

A report was also made at the session of the distribu- 
tion of its first public relations brochure, Office Equip- 
ment and You, issued earlier this year. C. E. Haillen- 
borg, of the sales executive committee, reported that 
the brochure would be rewritten to meet present day 
needs, and re-distributed in larger quantities. 

At the dinner which closed the first day’s session, 
James H. Rand, Jr., president of Remington Rand, Inc., 
emphasized the need of constant research and develop- 
ment to improve the products of the industry. He, too, 
pointed out the obligations and responsibilities of 
industry as far as the national defense program is 
concerned. 

E. D. Taylor, secretary of the Institute, opened the 
second morning session. He explained, outlined and 
recommended certain changes in the market research 
activities of the Institute. Following Mr. Taylor’s re- 
port, there was a general business session. Members 
discussed such topics as misleading advertising, a sug- 
gested business show program for 1941, suggested sub- 
jects for the Institute meetings, other industry topics. 


CHICAGO PA GROUP HOLDS SHOW 

“What Is New in Industry” was the theme of 
the 12th annual products exposition sponsored by the 
Purchasing Agents Association of Chicago, held at 
the Hotel Sherman, Chicago, November 13th-14th. 
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Grand Central Palace 


37th ANNUAL 


NATIONAL 


February 3 to 8 


New York City 194) DUPLICATING STENCILS 


LARGE PRODUCTION 
Means BED ROCK Prices 


A FIRST CLASS PRODUCT 
FULLY GUARANTEED 
Can also supply seconds very cheap. 


WRITE TODAY 
SARGENT MANUFACTURING CO. 


214 Mission Street San Francisco 


ADDRESSOGRAPH 


7° | SUPPLIES 


Displays and Demonstrations of Machines 
Methods, Equipment and Supplies for 
Efficient and Economical Business Administration 


NATIONAL BUSINESS SHOW Frank E. Tupper 
50 Church St. New York City Manager 


Save 20% to 60% on 


-——] MACHINES 
Jl, | EQUIPMENT 


eg 
na PARTS 
“ KA. Also Elliott, — multigraph, 


¢ mimeograph, sealing, folding, 
mailing machines and supplies. 


MAILERS’ SERVICE & EQUIPMENT CO. 
565—6th AVENUE 


To answer the above ad use QUICKMAIL COUPON No. 28 


ALL MERCHANDISE UNCONDITIONALLY GUARANTEED 
Write for our catalog and price list. 


(Cor. 15th St.) NEW YORK CITY 
Cable—MAILSERV—NEW YORK 


Attractively Priced 
Attractively Refinished 
Guaranteed Rebuilts 
By “Universal” 


for years and years of additional 


service . . . and satisfaction to both 
buyer and seller. 
Lng Bt. REBUILT. REFINIS 
VISIBLE RECORD NISHED 
GUARANT 
EQUIPMENT and Keston, Acme, Pest 
OFFICE MACHINES gh Why 


icke and other vis- 
Write, phone or wire ible systems in cabi- 


UNIVERSAL OFFICE —_ — and 


EQUIPMENT CoO., INC. a one ol 
“The House That Confidence Built” ———_ 
~ 
561 Broadway New York City Dictetin = lanahinss 
Cable “Uniquip’—New York Mimeographs 


CARBON PAPERS 


and 
INKED RIBBONS 


WRITE Brand products fill the 
most exacting requirements. More 
clean, clear impressions assure 
economy and efficiency in every 
office. 

FOR quality, service and satisfac- 
tion buy WRITE. 

Send for free samples and prices. 


WRITE 


INCORPORATED 


420 = . Factory: 
New York, N. Y Bridgeport, Conn. 


. WRITO“%,.. A New Discovery ! 


. In Hectograph Duplicating Compounds 
What WRITO Means To Users: 


LONGER SHELF LIFE... . Guaranteed 
indefinitely against deterioration. Will 
not crack, dry or spoil! IMPROVED 
CUSTOMER SATISFACTION .. . 
twice as many copies—immediate re- 
use without waiting—takes any kind 
of paper without tearing. EASIER TO 
US . erystal clear and chemically 
pure; entirely odorless! 
~ Ask Your Dealer or Write 
izes for all neods. 


4 Complaw tine of ROSS LABORATORIES, INC. 


Hectograph Supplies. 4021 N. Hermitage Ave. Chicago 


Pans and Refills . . 


December, 1940 


Preparedness Counts AND WE ARE 
PREPARED 


Depend on us for rough or rebuilt dictating machines. 


Make your selection from our stock of 300 shavers, 400 Dictaphone 

dictators, 275 Dictaphone transcribers, 380 Ediphone dictators and 215 

Ediphone transcribers. A complete range of 
models and prices. 


- Let us know the model or 

: the price you want. We 
will supply it plus unsur- 
passed quality and work- 
manship. 


Our Price List and Catalog 
will be sent on request. 


Write 
AMERICAN DICTATING 
MACHINE CO., Inc. 


235 5th Ave., New York City 
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OFFICE 
EQUIPMENT 


RIGHT: 


DICTATING RECORDER. A new kind of dictating aid, utilizing modern 
radio principles, is announced by SoundScriber Corp., 82 Audubon St., New 
Haven, Conn. set consists of microphone, recorder, discs, transcriber. 
The microphone has five switch positions: for use near the lips; for normal 
dictation when the instrument is about two feet from the speaker, who may 
move his head and shift about while dictating; for dictating while moving 
around at a greater distance from the microphone; tor conferences when it 
records voices as distant as 20 feet; for directly recording radio broadcasts. 
The recorder weighs eighteen pounds, contains a turntable upon which the 
disc is placed to receive impressions through a recording head equipped with 
diamond-tipped needle. Dictation may be stopped at any time, played back 
on the same instrument. The disc is of a wafer-thin alloy, 7 inches in diam- 
eter, .006 inch thick, 45 discs to the pound. Its capacity is fifteen minutes 
of dictation on each side. It is practically indestructible, can be dropped, 
bent, written on, without destroying the “sound tracks,” can be filed like 
a letter or mailed without unusual packing. The transcriber, used by the 
secretary, contains the playback head and correction gauge. Voice is played 
back through a built-in loud speaker or through a gooseneck “soft speaker” 
audible only at the secretary’s ear. A jack is provided for those who prefer 
the older method of listening. A control switch starts and stops the turn- 
table or jumps the needle back two grooves to repeat phrases. Though the 
primary function of the SoundScriber is to provide an efficient dictating aid, 
the versatility of the machine opens up an interesting field of secondary 
uses. The cost of the complete set is below that of mechanical dictating 
machines. The dictating record costs are also said to be low. 


BELOW: 


ONE-TIME CARBON INSERTER. In recognition of the need 
for eliminating the wasted time ordinarily spent by typists in in- 
serting one-time carbon unit sets in typewriters, a device has 
been invented which automatically inserts these one-time carbon 
unit sets in the typewriter by means of a touch of the operator's 
finger. This device, called the Atlantic Snapak Inserter, s being 
marketed by the Atlantic Register Co., Waltham, Mass., for use 
on Underwood typewriters. The Snapak feeds the forms auto- 
matically from a reservoir into the typewriter in a straight line 
so that no readjustment of the form is necessary before typing. 
It also is so designed that there is no additional weight on the 
shift key. In appearance it blends with the lines of the typewriter. 
Another novel feature is that it is unnecessary for the typist to 
= this device when switching over to ordinary correspondence 
work. 


" 2 
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ABOVE: 


SECRETARIAL DESK ATTACHMENT. St. Louis Hardware 
Mfg. Co., 1500 N. 18th St., St. Louis, has announced a new secre- 
tarial desk attachment that is designed to save space, time, and 
labor. This feature, the E-Z Lift desk attachment, has a pat- 
ented fold-down carriage operating on a specially designed track, 
which makes it possible for typewriter platforms to easily accom- 
modate all standard and large-sized typewriters. This arrangement 
permits construction of 52-inch secretarial desks (or even smaller 
size) that have big desk efficiency of drawer space, knee room, 
sturdiness. Other features are effortless operation in opening or 
returning typewriter into desk, as well as a patented safety catch 
which makes it impossible to lift or return the typewriter until 
in correct position. The E-Z Lift feature is designed for installa- 
tion in either wood or metal desks, and is available to all manu- 
facturers of office furniture. Samples and further information 
will be furnished to manufacturers and dealers on request. 


December, 1940 
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SCHOOL & COLLEGE SPECIALTIES or = 


Well-made numbers that appeal. The Famous a 


Dratting Kits Dratting Tables TT 
Tracing Papers Straight Edges 

Lettering Guides Sandpaper Pencil Pointers , 
Erasing Shields Ink Eradicators Drawing 
T-Squares Adhesives 

Triangles Typewriter Cleaners 
French Curves Typewriter Oil 


Send for catalogue 


CARDINELL CORPORATION 


MONTCLAIR, N. J. 


LN WILCOX MDA 


PROFESSIONAL SIGNS : | 
CAST BRONZE OR ALUMINUM, : a, 
ENGRAVED BRASS, VITREOUS ENAMEL Lp Reading Glasses 

a oft etn SMeER hts Stl ty ay ocunvos Aa 

SIMPLY “TAKING ORDERS” FROM LOCAL DOCTORS, DENTISTS, ETC. -. ~ 


WE SUBMIT FREE SKETCHES FOR PROSPECTS’ APPROVAL. ies sae nage 
TRADE PRICE LIST ON REQUEST. ' ia 


« 


ees international Bronze Tablet Cc. — eee Quality lies 


EAST 22ND ST. NEW YORK. N. Y. DISTRIBUTED BY 


L. OPPLEMAN, INC., 160 Fifth Ave., New York 


Buy AUTOPOINT Pencils re, e 

with the “Grip-Tite” tip... | | “PII ppis 
Leads can’t wobble, twist 
or fall out. Always work. the purest 
Autopoint Co., 1801 Foster Avenue, Chicago paper cement 


- a solution of highest quality raw materials, 
made under strict laboratory control; there- 
fore always uniform, always dependable. 

THE BETTER PENCIL NON-INFLAMMABLE. Ask your supplier 


REG. TRADE MARK or write for sample Kit to Harriman-Welts Products Co., 
200 Summer St., Boston, Mass. 


: IN APPRECIATION 


of Your Past Business: 


Relax for a week-end in the friendly DAILY—FROM 
atmosphere of this distinctive beach- ROOM, BATH 
front hotel. Right on the Boardwalk, AND MEALS 
you'll bask in warm sunshine and brac- 

ing salt-sea air. You'll delight in our ROOM ONLY 
— French cuisine and slumber rest- WITH BATH 
ully in outside, ocean-view rooms. 

You'll find verandas and sundecks for be Sain From a Makers of the complete VARAT 
lazing varied sports, entertainment, Line of Zipper Cases, Ring Binders, Portfolios 


game room, magnificent Bar — every- e 


po dil a ; your stay comfortable SPECIAL M U R ind AY V A oa AT S Oo M PA N Y 


WEEKLY RATES 
NEW YORK 114-124 S. CLINTON ST. SAN FRANCISCO 
ON THE BOARDWALK «- ATLANTIC CITY, WN. J. 358 Fifth Avenue CHICAGO, ILLINOIS 833 Market Street 


HOrySaro Emz wcCO POT AVP 
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New Double Purpose Photo Album 


Ideal for Your 
Photo Records 


Handiest, most practical 
photo album ever! Visi- 
ble file of prints and 
films with full data, in 
sturdy, landsome, loose- 
leaf binder. 


Ideal for Christmas grving 


Send QUICKMAIL COUPON NO. 39 
for details and prices. 

Trussell Manufacturing Co. 

Dept. G Poughkeepsie, N. Y. 


U. S. Patent 


MEMO PAL 
IDEAL PREMIUM-GIFT ITEM 


Panels Especially Designed 
For Advertising Message 
@ 250 Feet of standard size 
adding machine roll paper. 
@ Sturdy metal construction. 
@ Mechanically perfect 
mechanism. 
@ Modern streamline de- 
sign. 
@ Crackle finish in 
black and green. 
@ Bakelite Knobs. 


$4. 50 ORDER SAMPLES 
TODAY 

Individually 

In Carton ee 
Dept. 22 


42 


5 Gould St. ACE ART CO. Reading, Mass. 
SS 


A TIME-SAVING ITEM 


that’s preferred by nearly everyone 
who mounts snapshots, photos, draw- 
ings, maps, charts, etc. Handy, neat, 
Regular, Junior, economical, and easy to use. Ready 
sce ae gummed for instant application with- 

m, red, sepia, out use of gadgets or paste pots. Ideal 


ivory, gold, and sil- i i i 
a ae = companion item with photo albums. 


clear, Transparent A dime a pkg. retail (15¢ in Canada) for any 
style. style. Write us for sample pkgs. and quotations. 


the VICTOR 
TREASURE CHEST 


protects your valuables 


This convenient one-hour 
certified, Fire protection unit 
appeals to business men, 
storekeepers, home owners— 
everyone who has papers, 
heirlooms or personal treas- 
ures to protect. 

Write for prices and discounts 


Send QUICKMAIL COUPON 
No. 25 for details and prices. 


THE VICTOR SAFE & EQUIPMENT CO., INC, "- TONAWANDA 


NEW YORK 


v= srrewcry RMS 


“© SMOOTHNESS 


That guarantee you satis- 
faction from thinner leads. 
Only the genuine Thread- 
line excels in quality. 


Order from the RITE-RITE MFG.CO. 


Originators 


CHICAGO, ILLINOIS 


SUBSIDIARY OF THE JOSEPH DIXON CRUCIBLE CO. 


440 S. Dearborn St. Chicago, iil. 


Gwe THE MANAGERIAL FILE 
for Xmas! 
“A Private Secretary” 


for the office — for the home 
A desk-side unit; desk high 
Sliding, fall-a-way top 
“Elevating’’ upper drawer provides maximum 
visibility 
Welded steel construction 
Satin finish bronze hardware 
Lock; and rubber-wheeled casters 
Green, mahogany, walnut finishes 
Efficient—Dependable—Serviceable— 
Attractive 
Priced low— a splendid value! 
Write for full details, NOW!! 


TRY OUR 4 BALL-BEARING 
ROLLER TRANSFER FILES! 


Northwest Metal Products Co. 


1337 E. MASON ST. Dept.G GREEN BAY, WIS. 


GEYER’S OFFICE EQUIPMENT. DIGEST 
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**SSELECT”’ BRAND PRODUCTS 
CANARY LEGAL PADS 


Manufactured from an_ excellent 
quality Free Sheet stock 


_ WATERMARKED 
“SELECT WRITING” 
e 
fur INDEX CARDS 
— te e 
SCHOOL FILLERS 
TABLETS 


COMPOSITION BOOKS 
WIRE BOUND BOOKS 
2 


REINFORCEMENTS 


NATIONAL PAD & TABLET CORP. 
130 East 13th Street New York City 


Purchasing Agents :- 


You will be surprised at our 
fine quality of our new 


*“*CHAMPION’’ 
INKS AND MUCILAGE 
Used by Government Departments 


We also manufacture 


Writing Inks, Stamp Pad Inks, Draw- 
ing Inks, Ink Eradicators, Paste & 
Mucilage, Type Cleaner, Typewriter 


Use QUICKMAIL 
Oil, Typewriter Brushes. COUPON RE) 26 | 
Send for Samples and Prices 


CHAMPION PRODUCTS INC. 


TO ANSWER THIS AD 


429 KENT AVENUE BROOKLYN, N. Y. 
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SWAN SILVER (the original 
metallic pencil) is preferred 
by blue-printers, photostaters, 
architects and laboratory men 
because of its high quality and 
ultimate economy. 


Dense, firm point . . . always 

uniform . . . easily erased . . 

writes a bold, realistic silver 
. a joy to work with 


Write for samples of SWAN 
SILVER and SWAN GOLD. 


[ IT COST ME MONEY TO FORGET! | 


THIS MAN MAY BE 
IN YOUR ORGANIZATION . 


If so, he should use Mem Index, 
the famous memo system on 
cards—used by successful busi- 
ness people for more than 30 
years. One appointment or sales 
call forgotten can easily cost 
more than 100 Mem Index Sys- 
tems. New low cost outfit for 
1940-41. Dated cards for balance Two 
of 1940 free with purchase of HANDY UNITS 
outfit for 1941. POCKET CASE for 


Write for Complete Information and a = 
Quantity Discounts. “ef 
permanent records. 


Wilson Memindex Co. 2% = = 


170 St. Paul St. Rochester, N. Y. _— both. 


HERE’S NEWS! 


Something new and different 
by the makers of a product 
that all stationers know. 


BEACH'S 
“Common Sense” 
Travelers’ Weekly 


EXPENSE SHEETS 
$2.00 a Hundred 


The same quality. 
The same convenience. 
The same ample space for 
records. 


Send for a Sample. 


BEACH PUBLISHING CO. Detroit, Mich. 


(BERNGRD ) 


TRACE Mane 


BERNARD “TRIUMPH” 
JUNIOR EYELET PUNCH 


Punches 3/16” hole and fastens eyelets. 
A necessity in every office where important 
papers must be bound permanently. For 
over 50 years used in Banks, Schools, 
Lawyers, Government Offices, Adver- 
tising Agencies and many others. Triumph 
Eyelet Punches outsell all others. ll 
dealers sell them. 


Use QUICKMAIL COUPON No. 10. 


THE WM. SCHOLLHORN CO. 
No. 190—5” New Haven Connecticut 


Holiday Greetings! 


aim 
=_~ wv. 
SPEF 
a” 


SPEED PRODUCTS COMPANY 
Long Island City, N. Y. 


In Many Ways It Pays to 
Insist on the “Original” 


PUSH-PINS 
M 00 we PUSHLESS HANGERS 
THUMBTACKS MAPTACKS 


It pays, not only because these indispensable MOORE 
ucts are more satisfactory to use and cost less 
in the long run, but also because in the MOORE 
line you will find an exceptionally wide variet 
PUSH-PINS with glass or aluminum heads. PUSII- 
LESS HANGERS in 4 sizes. THUMBTACKS of 
almost limitless variety. MAPTACKS of all sizes 
and colors. Illustrated and described in the MOORE 
ers which will be sent to you upon request. 


are Your Stationer Can Supply You 
MOORE PUSH-PIN CO. 


113 BERKLEY STREET, PHILA., PA. 


COIN HANDLING SUPPLIES 


Stationers! They are yours to sell Exclusively! 
COIN WRAPPERS LEA 

BILL STRAPS SEAL PRESSES 

COIN BAGS TELLER’S MOISTENERS 


CURRENCY BAGS 

DRAW STRING BAGS 

METAL-CLASP BAGS WRAPPER CABINETS 

NIGHT DEPOSITORY BAGS SORTING TRAYS 

LINEN SHIPPING TAGS COIN STORAGE TRAYS 
DOWNEY CHANGE TRAYS 


WRITE FOR CATALOG 


MANUAL COIN COUNTERS 
CURRENCY RACKS 


THE C.L.DOWNEY CO. cincinnati.o. 


ae 


PRES-O-TABS 


Patents Nos. 1800459-60 
THE NEW METHOD OF 
APPLYING GUMMED 
REINFORCEMENTS 


Cy 


? Write Today 
tor 
Literature and 
rice 
— 


READING LABORATORIES, 410 Park Sq. Bidg., Boston, Mass. 
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MEMORY MASTERPIECES 


Ideal Gifts Jor All Occasions 


No. 600 “MEMO-ALL” 


Pencil rest, memo sheets 
solid weoinut 


Retails at $1.25 


WRITE FOR CIRCULAR ILLUSTRATING THE MANY ITEMS FOR 
GOOD WILL GIFTS OR ADVERTISING USE. 


FINCH & McCULLOUCH 


MANUFACTURERS OF 


“MEMORY MASTERPIECES”’ , " ae 
_ REG. U. S. PAT. OFF. : , a ICKET CO., INC. 
| ane as ILLINOIS 728 E. 136th Street, New York, N. Y. 
To answer the above ad use QUICKMAIL COUPON No. 35 To answer the above ad use QUICKMAIL COUPON No. 34 
\ cd 
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.. THE NEW STREAMLINED 


Undeeword Sundit 


. Sie 


Underwood Sundstrand, always at the forefront in the adding- 
figuring machine field, invites you to try the new Portable 
Electric Model. Streamlined in appearance—streamlined in action. 
Designed to operate quieter, easier and faster. 


May we bring an Underwood Sundstrand Adding-Figuring 
Machine for your inspection and trial? Because of the ever- 
growing popularity of this machine in business today, a steadily 
growing list of schools is making Underwood Sundstrand in- 
struction a part of the regular school training. Just telephone 
our nearest Branch Office! 


Adding Machine Division . 
Machines .. 


.- UNDERWOOD ELLIOTT FISHER COMPANY .. . Adding 
- Accounting Machines, Carbon Paper, Ribbons and other Supplies 
One Park Avenue, New York, N. Y. Sales and Service Everywhere. 

Underwood Elliott Fisher Speeds the World's Business. 


1940, Underwood F 


. Typewriters .. 


Copyright ott Fisher Company 


_ADDING-FIGURING MACHINE 


HER EYES ARE ON 
THE WORK, NOT 
ON THE KEYBOARD 


On the Underwood Sundstrand 
there are only 10 numeral 

scientifically arranged to make 
touch feuring the natural method 
of operation. The result is increased 
speed and greater figuringaccuracs 


To answer the above ad use QUICKMAIL COUPON No. 
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FOUR INCHES MORE 
USABLE FILING 
SPACE IN EVERY 


gti! 


Mechanized Drawer 


When the business office modernizes to meet the 
swift movement of today’s commerce, the first need 
is for time saving and space saving equipment. 


In operation alone, Super-Filer makes a material 
saving of time over ordinary methods of filing and 
finding. Due to the swing front of Super-Filer 
drawers the full depth of every drawer is usable 
filing space . . . the swing front adding space when 


Use QUiCkMall 
COUPON no 


the drawer is opened to give working space. 


THE GENERAL FIREPROOFING COMPANY 
YOUNGS TOWN, oHIO 


4 


. 
_ Products by GF: METAL DESKS « ALUMINUM CHAIRS « FILING CABINETS « SAFES 
th « STEEL SHELVING « STORAGE CABINETS «+ FILING SUPPLIES 
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